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Welcome... 



Microsoft® Word for the Apple® 
Macintoshis a uniquely powerful 
writing tool. With Word you can 
create all kinds of documents— 
memos, letters, reports, bro¬ 
chures, or books. And you can 


design printed documents that 
look polished and professional. 

If you are new to word process¬ 
ing, you will be surprised at how 
easy Word is to learn and use. If 
you’ve used other word proces¬ 
sors, you’ll be impressed at how 
Word handles complicated tasks 
in an uncomplicated fashion. 













Word has all the features you’d 
expect from a first-rate word pro¬ 
cessing program. You can create 
long documents. There are no 
odd-looking codes or commands. 
You can correct errors and copy, 
replace, move, or format text 
quickly and easily. And you can 
edit or reformat as many times as 
you want. 

And Word has more. You can 
create “glossaries” for frequently 
used text, create footnotes au¬ 
tomatically, and merge informa¬ 
tion into a document to create 
form letters. You can change the 
layout of a page or several pages 
within a printed document. What 
you see on the screen is what 
you will get when you print your 
documents. 


You can also copy material into 
Word from other application pro¬ 
grams for your Apple 
Macintosh—graphics from Micro¬ 
soft Chart, worksheets from Mi¬ 
crosoft Multiplan®, formatted 
documents from MacWrite™ and 
pictures from MacPaint™, to men¬ 
tion a few. 

Feel free to experiment with 
Word. You will find that Word 
adapts easily to your writing and 
formatting requirements, so you 
can concentrate on what is im¬ 
portant to you—^writing and 
designing your documents. 



















About This Manual 


The explanations, examples, and illustrations in this manual will help you 
take full advantage of Microsoft Word’s many features. This manual is 
divided into three parts: “Learning Word,” “Using Word,” and “Word 
Reference.” 

Learning Word will teach you how to create, edit, format, and print a 
short document. When you’re finished, you’ll understand how to use 
Word, and you can build more complex documents to fit your needs. 

Using Word is a guide to word processing with Microsoft Word. This 
part is organized into five general categories: Editing With Word, Format¬ 
ting Your Work, Working With Complex Documents, Printing Documents, 
and Handling Documents. The bold heads in the margin show you where 
to find the step-by-step instructions for each task. “Using Word” also 
describes how you can use document windows to simplify complicated 
editing tasks, such as moving text between documents; and how you can 
use the glossary window for inserting frequently used text into documents 
automatically. 

Word Reference contains a directory of Word commands, a list of terms 
used in this manual, and appendices that cover key sequences, preset page 
options, disk and memory management, the use of other Macintosh appli¬ 
cations with Word, and daisywheel printers. 









Introduction 


If you ... 

See: 

Are new to the Macintosh 

Macintosh owner’s guide 

Have never used a word processor 
before 

Learning Word 

Chapters 1-5 

Want a quick introduction to some 
basic tasks 


Have used another word processsing 
program 

Using Word 

Chapters 6-10 

Want an overview of what you can 
do with Word 


Need information about a particular 
task 


Need details about a specific 
command 

Word Reference 

Chapter 11 

Need information on managing 
disk space 

Word Reference 

Appendix C 

t 

Want to use Word with a dais\wheel 
printer 

Word Reference 

Appendix E 


Arc unfamiliar with a term used 


Word Reference 
Terms 










About This Manual 


We assume that you already know how to use your Apple Macintosh com¬ 
puter and that you have read Macintosh, your owner’s guide. You should 
know how to: 

■ Use the icons on the Macintosh desktop. 

■ Open, copy, and delete Macintosh documents and disks using the 
Finder. 

■ Point and select with the mouse, 

■ Scroll in the window using the scroll bars and the scroll box. 

■ Manipulate the size and position of windows using the size box and 
the title bar. 

■ Pull down menus and choose commands. 

■ Use the Clipboard and Scrapbook to store information. 



Getting Started 



To use Word 
you need: 


A Macintosh computer 
The Microsoft Word master disk 
Formatted disk(s) for copying 
An external drive (recommended) 
A printer (optional) 


Microsoft Word is provided on a “master” disk that contains special iden¬ 
tification that Macintosh must read when you use Word. 

You can make as many copies of Word as you need. But Macintosh must 
read the identification from the master disk when you start Word the first 
time after turning your computer on. After that you can use your copies. 

If you use a hard disk with your Macintosh, see “Appendix C, Disk Space 
and Memory” for details on copying Word to the hard disk. 

Before you begin: g Make at least one copy of the master disk by moving the Word master 

disk icon over the icon for the other disk. See Macintosh, your 
owner’s guide, for details. 












Introduction 


■ 

H 

1 

1 

Vord 

Master Disk 


\ 


\ 


N. 

\ 


\ 

\ 

\ 


\ 


\ 



Copy ihe Word maQfer diQk fo 
3 blank formaHed diQk. 


\ 




Vord copy 


® After you make the copies, use your master disk only when Macintosh 
prompts you to insert it to read the disk identification. Never make 
any changes to this disk. 


Note Do not use the Macintosh Disk Copy utility to copy your 

Word disk. Also make sure that your disk is not write- 
protected. 


Remove any printer drivers you don’t need from your copies of the Word 
disk. (A printer driver is a special document that allows Word to com¬ 
municate with a printer.) Word automatically adjusts the screen to match 
your printer by checking to see which printer drivers are on the disk. 



















Getting Started 


Take fhe prinfer documenfQ you need from fhe Prinfer Folder. 

Then move printer documenfQ fo another diek. 

Or delete them if you prefer. 


i File Edit Uieur Special 



If you are using a daisywheel printer with Word, your window display 
may look different from those used in this manual. If you are using an Ap¬ 
ple Writer or Apple laser printer, some dialog boxes may differ. For more 
information, see “Appendix E, Daisywheel Printers.” 


Note To use Word most efficiently, you will need an external 

drive. See “Appendix C, Disk Space and Memory^” for 
suggestions on how to manage your disks, and for infor¬ 
mation on how to use Word with one disk drive or a hard 
disk. 













































































































































































































































































































Introduction 


Starting Word 


To start Word with 
your copy: 


Always start Word with one of the copies you made. Macintosh will ask 
you to insert the master disk whenever it needs to read the identification. 

[D Turn on the Macintosh power switch. 

E] Insert your copy of the Word disk into the disk drive. 


To... 

Start Word and create 
a new document 


Do this: 
Double-click on 



V/ctf'd 


Start Word and open 
an existing document 


Double-click on 




LETTER: 


To start Word with 
the master disk: 


If Macintosh needs to read the Word master disk, it will eject your copy 
and prompt you to insert the master disk. Then Macintosh will read the 
disk identification, eject the master disk, and prompt you to insert the 
copy. 

If you inserted the Word master disk first, use this procedure: 


m 

0 

a 


Start Word with the Finder. 

Choose the Quit command from the File menu. 
Eject the master disk. 

Insert your copy of the Word disk. 

Start Word and begin working. 











Learning Word 



“Learning Word” shows you how 
to create, edit, format, and print a 
document with Word. In this 
part of the manual, you will 
create one short document and 
refine an existing, longer docu¬ 
ment. Both are typical of 
documents a small business might 
produce. 


Step-by-step instructions will 
guide you through these basic 
tasks as you learn how to pro¬ 
duce simple documents to fill 
most of your everyday needs. 
After you have worked through 
the tasks in “Learning Word”— 
starting a new document, enter¬ 
ing and editing text, formatting, 
and printing—you will be ready 
to begin producing your own 
documents. 







































































“Learning Word” is divided into 
five short chapters. A complete 
outline of the material they cover 
follows. 




















Learning Word 


In Chapter 1, “Type the Text,” you will: 

■ Type a short sample doeument 

■ Insert text by typing 

■ Reverse with the Undo eommand 

■ Select and delete text 

■ Ask for help 

■ Save the sample document 

■ Close the window 

In Cdiapter 2, “Revise a Document,” you will: 

■ Open a longer document (a memo) 

■ Move text in the memo 

■ Copy text 

■ Find and change a phrase throughout the document 

In C^hapter 3, “Change the Appearance of Your Document,” you will: 

■ Display the invisible paragraph mark (optional) 

■ Center the title of the memo 

■ Open space above a paragraph 

■ Indent paragraphs 

■ Make the title boldface 

■ Make the title larger 

In Chapter 4, “See It In Print,” you will print the memo. 

In Chapter 5, “Finish the Session,” you will quit and review what you 
learned. 





Start Word: 


Start Word by double-clicking on the Word icon. One window opens on 
the desktop. This is the active document window. It is untitled and emp¬ 
ty, except for the insertion point and the end mark. 


CloQe box 


Menu ber. 


TiHe ber 


4 File Edit Search Character Paragraph Document 



Untitled 



The blinking verfice! line 
iQ fhe ineerlion point 

The endmsrk ehowQ where 
fhe documen! ends. 


Window Qplil ber 


irji: 


The inviQible eeleelion bsr is used fo 
select entire blocks of text quickly. 

f ^ When you move the mouse into the 
^ selection bar, the mouse pointer shifts 
right. 


ij::! 





Verfica! scroll bar 




Page sfafus 


Horizonlal scroll bar 


Size box 


" . ■ ...■.V].. 






























1 Type the Text 


Start typing: 


In the next few sections, you will work with a short listing that a real 
estate company might prepare to send to a newspaper as a classified ad. 




Type the text for the real estate listing, as it appears below. The text 
will appear at the blinking insertion point. 

Do not press the Return key as you type. Use the Return key only to 
end a paragraph or skip a line. 


Untitled 


Just listed this week--a house that has to be seen to be believed!! Call now!! 
Richmond Beach area, $70,000. Classic old world charmer, 2 bedrooms plus 
master bedroom, fireplace, hardwood floors, unfinished basement. All 
appliances and drapes included. Private lot in good location, close to schools 
and freeway Call Jim Murphy at 999-7777jo 




Page 1 




::: 








;; 






o 




































Learning Word 
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Note that the insertion point moves to the next line each time you reach 
the right margin. This is called “wordwrap.” Wordwrap saves you a lot of 
work when you insert, delete, or change the format of your text. Word 
automatically “wraps” and adjusts lines as you type. 


Untitled 


Just listed this week--a house thsit has to be seen to be believedCdll no^ ■ k'v 
Richmond Beach area. 170,000 Classic old world charmer, 2 bedrociMr: plus 
master bedroom, fireplace, hardwcK'd floors, unfinished basemen ■ All applijo 


!□« 


Untitled 


just listed this week--a house tfiat has to be seen to be believed n Call now" ^ 
Richmond Beach area, $70 000 Classic -eld world charmer, 2 bedrocens rtus 
master t>edroom, fireplace, hardwc«->d flcors. unfinished basern-nt All 
appliancesjo 



Wordwrap moves /he en/ire word fo /he nex/ line. 


Try backspacing: 


If you make a typing mistake, press the Backspace key. The Backspace 
key erases characters as it backs over them. 




Press the Backspace key four times to erase the period and the last 
three 7’s in the phone number. 

Type: 888 . 




































Type the Text 


Add more text to 
the listing: 


Inserting Text 


Add a couple of items to the listing to make the home seem more attrac¬ 
tive to buyers. To add text to the paragraph you just typed, point the 
mouse and click to position the insertion point where you want to start 
typing. 

H] Cdick before the period (.) following “basement”. 

|T| Press the spacebar, then type: with washer and dryer 

0 To insert text at the end of the document, click before the end mark. 
Press the spacebar and type: Closing costs negotiable. 


Note that the lines adjusted automatically as you typed. Word also 
“wraps” text when you insert. 


!□ 


Untitled I 


Just listed this week--a house that has to be seen to be believed Call nown 
Richniond Beach area, $70,000 Classic old world charmer, 2 bedrooms plus 
master bedroom, fireplace, hardwood floors, unfinished basement witli 
washer and dryer. .All appliances and drapes included Private lot in good 
location close to schools and freeway Call Jim Murphy at 990-7668 Closing . 

costs negotiableX^ 




Inserted fexf 


The mouse pointer changes to an Tbeam 
when it is in /he text area. 


IIMlt 
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Using the Undo Command 


Undo what you 
just typed: 


If you make a mistake, or have second thoughts about what you just 
typed, you can reverse your most recent action with the Undo command. 




Pull down the Edit menu and choose the Undo Typing command. 
(The Undo command changes with yotir last action—in this case, typ¬ 
ing. ) The text “Closing costs negotiable.” disappears. 

Look at the Edit menu again. The command now reads Redo Typing. 
Choose Redo Typing to put the text back again. The text will be 
selected when it appears on the screen again. 


lust 

Richmoiic 
master u 
washer a: 
locaUon, c 



Search Character Paragraph Document 


Typing mz 


Untitled 


r \\ r 
I {)py 
Paste 
\ tear 


:*»:u 

>:u 


Shoui Clipboard 



that has to seen to be believed^’ Oaii tiV. 

Classic old world charmer. 2 bO'ii -:m-. r iL:' 
dv/ood floors, unfimshei basement voth 
ces and draR'e^ included Private lot in g-.^od 
eevv^y Call dm Murphy at Qoo 




ShoLu Glossary 



Shoui Ruler 
Shoui ^ §ev 
Preferences... 



































First, select the 2: 


Type over the 2: 


Type the Text 


Selecting and Deleting Text 


You might want to delete text from your listing—for example, the news¬ 
paper may limit the number of words you can put in your listing for a cer¬ 
tain price. You can delete a letter or a word at a time, or you can delete 
large blocks of text at once. 

To make your listing more concise, you could change the phrase “2 bed¬ 
rooms plus master bedroom” to read “3 bedrooms”. 

Before you can change any part of a document, you need to select the 
text you want to change. 

® Click the “2” and drag across it. 


There are several ways to delete with Word. One way is to replace the 
selection by typing over it. 

@ Type 3 


ID! 


m Untitled gjaip 


Just listed this week--a house tfiat has to be seen to be believedi' Call now’i -Q 
Richmond Beach area, $70,000 Classic old world channel ^ bedrooms p^lus 
master bedroom, fireplace, hardwood floors, unfinished basement wiUi 
washer and dryer All appliances and drapes included Private lot m good 
location, close to scliools and free’way Call jirn Murphy at 999-7000 Closing 
costs negotiable o 


Untitled 


just listed this week --a house that has to be seen to be believed n Call novcn 
Richmond Beach area, $70,000 Classic old world charmer, 3( bedrooms plus 
master bedroom, fireplace, hardwood floors, unfinished basement with 
washer and dryer All appliances and drapes included Private lot in good 
location, close to schools and freeway Cali Jim Murphy at 999-7566 Closing 
costs; negotiable.o 


tCf 



Another way to delete is to use the Backspace key. Now delete the three 
words: “plus master bedroom”. Again, you need to select the text first. 






























Learning Word 


Select the first word: 


[0 Move the insertion point to the word “plus”. 
[H Double-click to select the word. 


Extend the 
selection: 


The rest of the words are on the next line. You need to extend the selec¬ 
tion to include these words. 

[0 Move the pointer after the last word you want to select (“bedroom”). 
[ 2 } Hold down the Shift key and click. 


Untitled 


]ust listed tfiis week--a house that has ts seen to be believeo' :ar‘ iOvv- ' 
Richmond Beach area, $70,000 Ciassi: M world charmer, 0 bed;'n [2Q 

fireplace, hardwood floors, unfinished basernem >,TUi 
washer and dryer All app-*liarices and drapes included Private lot m good 
lo^ahnn close to -■'•h'X)ls and freevv^ay Cali ]im Murphy at 990-7600 Closing 
costs, nessstisble s 


Delete the words 
using Backspace: 


Select the 
sentence: 


@ Press the Backspace key, and the words will disappear. 


Now remove the sentence “All appliances and drapes included.” You can 
also delete by selecting the text then choosing the Cut command from the 
Edit menu. 

[D Move the pointer anywhere in the sentence. 

\J} Hold down the CA)mmand (^ ) key while clicking the mouse. 


:zD 


Untitled 


Just listed this week --a house that has t-:' seen tn be believed '■ crr 
Richmond Beach area, $ 70,000 Classic .Id woi id charmer, 3 t:>edi e. rn 
fireplace, hardwood floors, unfini shed bdb-rne it washer and d^ yer 

Private i t m goo.j location, close OC' 

2 nd Call Jua Murphy at 9s^0-76oo eloi^ing i_osto. negobablo v 

































Type the Text 


Delete the 
sentence using 
Cut: 


Select the 
first line: 


® Choose the Cut command from the Edit menu. The text disappears 
from the screen. 


When you use the Cut command, text is stored in the Clipboard. It will 
remain there until you move or copy something else to the Clipboard. 
(Moving and copying text will be discussed in the next chapter.) 

You can also select a block of text by moving the pointer into the selec¬ 
tion bar on the left side of the window. 




Move the pointer into the selection bar to the left of the first line. 
The mouse pointer shifts to the right when you are in the selection 
bar. 

Click once. The line is selected. 


THq mouse pointer shifts right in the selection bar 

# P'le Eds S.arch thjract^'' Pa'aqruOh Duuunent 



U,>11 lied — 


lust listed this v7eek--3 house that has to be seen to be believed!! Call n< 


^i-'hrr-ond Beach area S70.000 old '.Joryi channer • I'edrooni 

^ 1.’ hes''iv-vuTr-j : unliriishOvj ha'r-eTVj^:]t v/ith waoli-^! aici dtyei 

, Mivote T't :l oo-d s det-wov "jii iin. M'sshv at 

* - # ■ ' 1 (I 



n 




■ 1 ,c \r:n r/ocfc *^t*^' * \ 


Delete the line: 


B Press the Backspace key once, and the line will disappear. 


Text is not stored in the Clipboard when you delete with the Backspace 
key, although you can get it back with the Undo command. 

If you make a mistake selecting text, you can easily change your selection. 
Move the mouse pointer away from the selection. When you click again, 
the insertion point moves to the location you are pointing to. 








































Learning Word 


Asking for Help 


There are two ways you can ask for help; 

■ You can choose the About Microsoft Word command from the Apple 
menu and select any topic from the list box. 

■ You can type Command ? When the cursor changes to a question 
mark (?), move it to a command or dialog box area. When you click, 
Word displays help information about the item you are pointing to. 


24 





Type the Text 


a 


Rbout Microsoft liiord... 


. 

Scrapbook 
Alarm Clock 
Note Pad 
Calculator 
Key Caps 
Control Panel 
Puzzle 

/. ChooQe ihe Aboui 


Getti ng Hel p 

Using the Scrapbook 

Openi ng & Closi ng Wi ndovs 



Saving DocuiT'ents 


Printing 

Printing Form Documents 
Undoing & Deleting 
Moving & Copying 
Using glossaries 
Displaying the Ruler 



llTord uersion k.hk 
July 25, 1984 
© 1984 Microsoft Corp. 

100 7o free memory 


[Cancel ] 


2. Seleci a fopic from fhe liQf box 
. . . and dick Hdp^ 


MicroQoft Word command . . . 


rmmBmmmm 

H Ualp 

Souing Documents 



liilll 

m 

llll 

is*;;! 


3*ve command--saves the (iocument in the active Vindov. O 


If uou are editino a document tha t tas been saved JiefQre: Word 
updates the old version of the document on the disk. 

If uou choose Save to save a nev document: Word vill display the 
Save As dialog box. type a document name, and click Save. 

It is a good idea to save often as you vork vlth Word. When you 
save. Word displays the number of characters in the paft 
statas area of the vindov. The character count remains on the 
screen until you make a selection. 

* Save Aa command- -saves your document. Use Save As to 


m 

\m 

liifu 

ijli! 

o 



Nent 1 [Preuious] Cancel 





/. PrcQQ Command'? 


File 


Neiu 

Open... 

Close 

^N 

m 

m\i\ 

Saue 

£» 

Saue As.. 


Page Setup... 

Print... 

3?P 

Print Merge... 

Printer Setup... 

Quit 

m \ 



2. Move ihe mouce poinfer io whaiever you 
need informaiion aboui. . , and dick. 






































































































































Learning Word 


To use the About 
Microsoft Word 
command: 


[U Choose the About Microsoft Word command from the Apple menu. 

[ 2 ] The dialog box contains a list box that displays the topics you can get 
help with. The dialog box also contains memor\' information. 


i File Edit Search Character Paragraph Document 


Untitled 


Just listed 
Richmond 
fireplace, I 
Private lot 
999-7668 


Help 


Sauing Documents 


* Sive command- -saves the document 1 n the active vindov. 


If u ou are editing a document that has been saved before: Word 
updates the old version of the document on the disk. 

LLu oitotioose Save to save a nev document: Word will display the 
Save As dialog box. Type a document name, and click Save. 


It is a good idea to save often as you vork with Word. When you 
save, Word displays the number of characters in the 
status area of the wi ndov. The character count remai ns on the 
screen until you make a selection. 

* Save As command- -saves your document. Use Save As to 


A' 

.ii 

Jiii 

o 




Nent 


Preuious Cancel 


all nowH 
ms, 
yer 

lurphy at 


Many topics have more than one screenful of information. Scroll down to 
see the rest of the information. 


To ask for help on 
a particular topic: 


U] Hold down the Command key while pressing the ? (question mark). 

[ 2 ] Move the ? to the command or to the topic in the dialog box that you 
want information on. 



When you click, the help window appears. It contains the help infor¬ 
mation on the item you were pointing to. 


To resume your 
work: 


[■] Close the help window by clicking the close box. 
OR 


Press the Cancel button. 

























































Type the Text 


Save the listing: 


Saving Your Work 


You will probably want to save your work at the end of each Word ses¬ 
sion so that you don’t have to type it again. It’s also a good idea to save 
every 15 minutes during each Word session. This ensures that your work 
will not be lost if there is a power interruption or if you leave your Mac¬ 
intosh unattended. 


Note If you have a single drive system or if you plan to go 

through this lesson again, you probably won’t want to 
save this document. You can go on to the next section 
and close the window. 


If you decide to save the listing, follow these steps. 

Q] Choose the Save As command from the File menu. The Save As dialog 
box appears. 


File 


Edit Search Character Paragraph Document 


Untitled 


Richmond Beach area, $ 70,000 Classic old world charmer, 3 bedroom, 




Saue Current Document as: 


LISTINGl 


UJord copy 


pryer 
durphy at 


Eject 


□ Tent Only □ Make Backup 


Cancel 



13 Type LISTING in the box labeled “Save Current Document as;”. This 
kind of box is called a “text box.” LISTING will be the name of the 
newspaper listing. 














































Learning Word 



Click the Save button. Word saves the document. 


When you click the Save button, the number of characters in the docu¬ 
ment appears in the lower left corner of the window where the page 
number usuallv is. 

For details on the other options in the Save As command, see Chapter 10, 
“Handling Documents.” 

The listing stays on the screen so you can continue working after you 
save. For now, close the window and move on to another task. 






Close the window: 


Type the Text 


Closing the Window 


Although you can have up to four windows open at one time, it is easier 
to close windows that you are not using. 

@ Choose the Close command from the File menu. 


The window disappears and you see a blank, gray desktop. 

Whenever you have unsaved changes or try to close a window containing 
a new document, Word asks if you want to save. This ensures that you 
will not accidentally lose your work. You will see a box that says “Save 
changes before closing window?” 


For more information, see Chapter 10, “Handling Documents.” 
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PREPARING A HOME FOR SALE 


etrtZeky 




can understand that showing a home to ite best advantage 
makes the buyer want to purchase quickly and at a better price. 

Here are some tested tips to set the stage for a profitable and early 
sale. 

Fix up inside. Badly faded ^lls^w orn woodwork reduce appeal. 
Selective painting will help(^e^^padd a fresh look. Clean 
windows and unmarred walls will create a bright, cheery 
appearance. 

Make min or repairs. Dripping faucets call attention to faulty 
plumbing, (^eselle^should make sure all plumbing is in good 
v/orking order, Q f Che seller can correct small item s, a criticaQ 
pr ospect can concentrate^! major considerations./ Loose door knobs 
and sticking drawers or doors can distract the buyer as well. 

^Fii^ impressions are impoTteint. Q'he'leire^ should keep the lav/n 
trimmed and edged, cultivate flower beds, and remove all refuse or 
gutte r from the yard, sidev/alk, and porches. 

Jhe selleQ should pay special attention to the kitchen when preparing 
the home for sale. Shining ovens, ranges, and appliances will catch 
the buyer's eye and make a good impression. Keeping the counters 
and sink cleared and neat makes the kitchen look spacious. Colorful 
curtains in harmony with the counter tops and floors add appeal as 
well. 

Bathrooms that sparkle can be a real plus. (The"sell^should check 
and double-check them. 

Bedrooms are important focal points. ^Ti?^lle^will find it worth the 
effort to keep them neatly arranged. 


T^sipsuxt 


at — 






























2 Revise a Document 



Open the memo: 


Now that you are able to use Word to type, insert, and delete text, you 
can learn to edit a longer document. This time you will open a document 
already on your disk—a memo that lists suggestions on how to prepare a 
house for sale. 



Choose the Open command from the File menu. A dialog box appears. 
The dialog box contains a list box displaying in alphabetical order the 
names of all documents on the disk. You mav need to scroll to see 
the entire list. 



Scroll fhe liQl box fo Qee s liQl 
of fhc documenlQ on fhe disk. 










































[H Double click the document name MEMO. The document will appear 
on the screen. 


MEMO 


[S9(Dl](^l9[PS 
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The seller can understand thiat showing a home to its best advantage makes 
the buyer want to purchase quickly and at a better price Here are some 
tested tips to set U^ie stage for a profitable and early sale 


Fix up inside Badly faded walls or worn woodwork reduce appeal Selective 
painting will help the seller add a fresh look Clean windov^ and unrnarred 
walls will create a bright, cheery appearance 


Make minor repairs Dripping faucets call attention to faulty plumbing The 
seller should make sure all plumbing is in good working order If the seller 
can correct small items, a critical orosoect can concentrate on major 
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Now voii can start to edit the memo. 









































Revise a Document 


Moving Text With Cut and Paste 


Select the 
paragraph: 


You move text in Microsoft Word the same wav that you move text in 
other Macintosh applications. You simply cut text from the document, 
then paste it back from the Clipboard into the new location. 

For example, you can move the paragraph starting with “First impressions 
are important...” closer to the beginning of the document. 

m Scroll down to the fourth paragraph in the document (beginning with 
“First impressions.. ”). 

[2 Move the pointer into the selection bar to the left of any line in the 
paragraph. 

[ 3 ] Double-click to select the entire paragraph. 


# File Edit Search Character Paragraph Document 





Mak-^ minor repairs Dripping faucets call attention to faulty plumbing The 
seller should make sure all plumbing is in good working order If tbie seller 
can correct small items, a critical prospect can concenti'ate on ma)or 
considerations Loose door knobs and sticking drawers or doors can distract 
tbie buyer as v;ell 


First impressions are important. The seller should keep the lav;n trimmed 
:ind edged, cultivate flower beds, and r emove all refuse or clutter from the 


yard, sidewalk, and porches 


The seller should pay special attention tc> the kitchen when piepanng the 
home for sale Shining ovens, ranges, and appliances will catch the buyer s 
eye and make a good impression Keeping the counters and sink cleared and 
neat makes the kitchen look spacious Colorful curtains in harmony wnth tfie 
counter tops and floors add appeal as well 




Move the 
paragraph: 


[T] (Ihoose the Clut command from the Edit menu. The paragraph is 
stored in the Clipboard. 
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Select the new location for the text, after the first paragraph in the 
memo. Place the insertion point just before the “F” in “Fix...”. 

13 Choose the Paste command from the Edit menu. The paragraph reap¬ 
pears in the new location. 


la 


MEMO 




PREPARING A HOME FOR SALE 

The seller can understand that showing a home to its. best advantage makes 
the buyer want to purchase quickly and at a better price Here are some 
tested bps to set the stage for a profitable and early sale 

First impressions are important. The seller should keep the lawn trimmed 
and edged, cultivate flower beds, and remove all refuse or clutter from the 
yard, sidewalk, and porches. 

Fix up inside Badly faded walls or worn woodwork reduce appeal Selective 
painting will help the seller add a fresh look Clean windows and unmarred 
walls will create a bright, cheery appearance 

Make minor repairs Dripping faucets call attention to faulty plumbing The 
seller should make sure all plumbing is in good working order If the seller 
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Revise a Document 


First, select 
the sentence: 

Copy the sentence: 


Copying Text 


You copy text in the same way you move text. However, instead of 
choosing the Cut command, you choose the Copy command from the Edit 
menu. 

For example, there is an important sentence in the fourth paragraph: “If 
the seller can correct small items, a critical prospect can concentrate on 
major considerations.” You might want to say this again at the end of the 
document. 

U] Place the insertion point anywhere in the sentence. 

Hold down the Command key while clicking the mouse. 

Q] (dioose the Copy command from the Edit menu. The text is copied 
to the Clipboard. 

Place the insertion point just in front of the end mark. 

[3 Choose the Paste command from the Edit menu. The sentence ap¬ 
pears at the new location. 
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MEMO 



tC'U.r Uie home 


Attics, basements, and garages are important features 
unnecessary clutter >1uch may have accumulated, the 



By removing 
seller will display the 


\j 


full value of storage and utility space 


Schedule sho\\nngs tbiat are convenient so ttiat the home will be presented at 
Its best Personal and family privacy should be respected 


The seller should discuss the wsdom of any ma]or project wth the real 


estate agent before proceeding Many large exp>enditures, though needed, 
may not be economically sound while trying to sell a home 
If the seller can correct small items, a critical prospect can concentrate on 
major considerations o 
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Copied fexf af end of documenf 


Don’t \vorr\^ about the spacing around the sentence—you will fix this 
later on. 


































Revise a Document 


Replace the text: 


Finding and Changing Text 


You can easily find and change text with the commands on the Search 
menu. For example, you could use the Find command to search through 
a document for a name or phrase. The (diange command finds and 
changes text. You can automatically change all occurrences of the text. 
Or you can go through and selectively change each occurrence, one at a 
time. 

Use the Change command to replace all occurrences of “the seller” in the 
MEMO document with the word “vou”. 

H] Choose the Change command from the Search menu. The Cdiange 
command window appears. (You can move this window around by 
dragging the title bar if it obscures your text.) 

[ 2 ] Type in the text box labeled “Find What:” the seller 

13 Press the Tab key to go to the next text box. Type the text you want 
to change it to: you 
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[2 Click the Find Next button. The first occurrence of “the seller” is 
selected. 


FirQf occurrence of ' the cel ter 


File Edit Search Character Paragraph Document 



MEMO 


j 


1 1950 16th Ave. E., Seattle, WA 981 12 


PHEPARING A Hf'ME FOR SALE 



■:.ari understand tfiat shovving a home to its best advantage makes 
the buyer Vv’ant to purchase quickly and at a better pi ice Here are some 
tested tips to set the stage for a profitable and early sale 


First in 
and 
yard s 


mil 


s Cfifluop . 

Find Ulhat; 

the seller 

. . 

Change To: 

yoii 

□ Whole Word 

□ Match Upper/Louiercase 

([Find Nent 1 

Change, then Find Change Change Rll 


Fix up 
painUn 

walls Vni. coi^die a uiHrUii. ciiee i y di.'pedii c LTr?* 


V ^ 






















































Revise a Document 


12 Click the C^hange, then Find button to replace it and go to the next 
occurrence. 


' The seller'' wee changed fo You'Mole fhai since The seller ’' coniains 
a cap Ha ! leHer Word capitalizes ' You' ‘ to replace it. 

4/File Edit Search Character Poragraph Document 

MEMO 
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11950 IhlhAve E , Seattle, WA 98112 


REPARINC 


You can un 
buyer wani 
tips to set t 


Change 


Find lilhat; 


Change To: yoi^ 


the seller 


□ liiho le Ulord □ Match Upper/Lou»ercase 

[Cjionge, then Find] [Change 


Change All 


First impressions are important ■■nsMairai should keep tTie lawn hummed 
and edged, cultivate flower bed^and remove all refuse or clutter from the 
yard, sidewlk, and porchej 

Fix up inside Badly faded ^alls or worn woodwork reduce appeal Selective 
painting will help the sell^ add a fresh look Clean v/indows and unmarred 
walls will create a bright/cheery appearance 


7 

Next occurrence 




Word searches forward from the insertion point to the end of the docu¬ 
ment, then goes back to the beginning of the document and searches for¬ 
ward until it reaches the insertion point. In this case, the insertion point 
was next to the end mark, so Word went directly back to the beginning. 

You can cancel a search at any time by holding down the Ck)mmand key 
and pressing the period (.). 
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Close the window: 


® To replace all occurrences of “the seller”, click the (Change All button. 
All occurrences of “the seller” will be changed to “you”. 


WhQD you change all occurrences, 
the enfire documenf is selecled, 

i File Edit Search Character Paragraph Document 

Memo 



11950 16th Ave. E.,. Seattle. WA 98112 






Change 



•REPARIN'! 


Find lilhat; 
Change To; 


tou cdti un 
buyer \mi 
Ups t:- 1 


the seller 


□ UJhole IDord □ Match Upper/Loiuercase 

( find Nen^ [Chang^, then Find] [Change 


Change fill 


First impressions ore imporUmt You should keep the lavm trimmed jnd ||H 
edged, cultivate flovvvr beds^n^emov^lUvfus^^utteHivnUh^ai^ 

porches 

Fix up inside, Eddly faded walls or worn woodwork reduce appeal. SelecUve 
painting will help you add a fresh look. Clean \\nndo ws and unmarred walls 
V;?ill create a hrisht. cheery appearance. 








Now close the (diange window. 

H Cdioosc the Cdosc command from the File menu, or click the close 
box on the (Change window. 

















































3 Change the Appearance 
of Your Document 


With Word, there are many ways you can format, or change the appear¬ 
ance of, your document. You can change the shape, size, and position of 
the characters for emphasis. Or you can change the way a paragraph aligns 
on the margin, the indentation, or the amount of space between lines. 

You can structure and organize your text into columns or tables. 


Formatting Paragraphs 


A paragraph is a group of related concepts, and can be as long or short as 
you want. The Paragraph menu commands give you the power and flexi¬ 
bility to format paragraphs in your document in a variety of ways. 

When you use Word, pressing the Return key inserts a “paragraph mark,” 
which is the end of the paragraph. The paragraph includes any text you 
type before pressing the Return key, plus any formatting to the characters 
or to the paragraph. When you insert or delete text, text wraps and 
realigns only within that paragraph. This is why you should not use the 
Return key to end a sentence; if you do, all your sentences will become 
paragraphs and must be formatted individually. 

The paragraph mark is normally invisible. You can display it by choosing 











the Show II command on the Edit menu; do so now if you want to. Then 
you can make it invisible again by choosing Hide ^1. 


Paragraph mark 


lEMO 



PREPAR INGA- HOME FOR ■ SA LE<I 

Thesellercanunderstandthat-showing-a-home-toits-bestadvantagemakes- 
the-buyer wantto purchase-quickly and at a-better-price.--Here are some 
tested tips to ■ set- the • stage -fora- prof itable • and • early • sale .<! 

Fix-up-inside.--Badly-faded-walls-or-worn-woodwork reduce-appeal.-Selective- 
painting-will-helptheselleradd-a-freshlook.-Gean-windowsandunmarred- 
walls • will ■ create • a - bright, • cheery • appearance .<! 

Make-minor repairs.--Dripping-faucets call attention-to-faulty-plumbing.-The- 
seller-should-make-sure-all-plumbingis-in-good-workingorder.-If-the-seller- 
can-correctsmall-items/acriticalprosp>ect-canconcentrate-on-major- 
considerations.-Loose-door-knob^-andsticking-drawers-or-doors-can-distract- 
the buyer as well.<I 
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ThiQ iQ fhe Qymbo! for a space. 


A paragraph can be at any logical break in the text. For example, the 
MEMO title “Preparing a Home for Sale” is a paragraph. You can em¬ 
phasize the title by centering it. 























Appearance of Your Document 


Center the title: 


[T] Select the title; or make sure the insertion point is in the title. 
[T| Choose Centered from the Paragraph menu. 


i File Edit 


Scorch Character 



Paragraph 


Normal 


Document 


MmiPtpliay a m i^en 

1 1950 16th Ave E 


s/Centered 


98112 
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PREPARING A 


You can understand Uiat shovsnng a h 
buyer want to purchase quickly and . 
Ups to set the stage for a profitable a 

First impressions are important You 
edged, cultivate flower beds, and reri 
sidewalk, and porches 


Right 
Justified 

Single Space 

Double Space bvantage makes the 
Open Space Here are some tested 


Formats... 


Tabs... Ml 


lavvTi trimmed and 
clutter from the yar'l 


Fix up inside Badly faded walls or worn woodwork reduce appeal Selective 
painting will help you add a fresh look Clean ^v^indovv’^s and unmarred walls 
will create a bright, cheery appearance 
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The Paragraph menu commands set the line spacing for a paragraph. All 
of the paragraphs in the MEMO document have an extra space between 
them—except for the last paragraph, which you copied earlier. 
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Open space above 
the paragraph: 


4 File Edit Search 


Character 


Paragraph 


Document 


1 



The ineeriion point ehouldbe in the paragraph 
you wanf to open space above. 


[0 Move the insertion point to any spot within the paragraph. 

[H (Choose the Open Space command from the Paragraph menu. 







































Appearance of Your Document 



tour ttio home 

AtUcs, basements., and garages are important features By removing 
unnecessary clutter ^vtiich may have accumulated, y--'U will display the full 
value of sherage and utility space 

Schedule sho’A^ngs that are convenient so that the home will be presented at 
Its best. Personal and family privacy should be respected 

You should discuss the wisdom of any major project with the real estate 
agent before proceeding Many large expenditures, tbiough needed, may not 
be economically sound wtnle U ying to sell a home 

If] you can correct small items, a critical prospect can concentrate on major 

considerations 
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Select the 
paragraphs: 


The memo will look more like a list of suggestions if you indent some of 
the paragraphs. Start with the “First impressions...” paragraph and contin¬ 
ue through the “Schedule showings...” paragraph. 


Q] Move the pointer into the selection bar next to the line starting with 
“First impressions...”. 

\J\ Click to select the line. 

0 Scroll toward the end of the document. Locate the paragraph starting 
with “Schedule showings...”. 

0 Position the pointer over the period after “respected”. 































Learning Word 


[I] Hold down the Shift key and click. The paragraphs from the selection 
to the pointer are selected. 





th^m nedtly ati -jiig^d 

Closets look larger dothes are properly hung and shoes, hats, and o 
articles are all in place 




__ 1 .- 


‘Ctairways cleared of oPiects and c-lratades make i t easier lot 
tc'Ur the home 


Attics, basements, and garages are important features. By removing_ 

unnecessary clutter \'\1iich may ha ve accumulated, you v/ill display the full 
value of storage and utility spa'-e._ 

Cdiedule showings that are convenient so that the home will be presen ted a t 
its best. Personal and family privacy should be respected, 


You should discuss the wisdom cf any rnaior pi cioct wiUi ti,- 


agent before proceeding Many large expenditures Uiough n 
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Qhift-dick here /o extend the ee/ection. 






































Appearance of Your Document 


Indent the 
paragraphs: 


Q] Choose the Show Ruler command from the Edit menu. The ruler ap¬ 
pears at the top of the window. You can set indents and tab on the 
ruler quickly and easily—and you can see how your formatting 
changes look right away. 


You will uQe these frianguler markers to set indents. 



keep them neatly ai rcniged 


Ll'/set? look larger \\1ie n clothes are properly hun g and shoes, hats, and other 
artkles are all in place ; 


rtaii ways cleaied 'A c4>]e'.ts and obstacles 

tC'Ul I hr h'.'inr 


:e it easier loi piospevts 


Attics, basements, and garages are important features By removing_ 

unnecessary clutter which may ha ve accumulated , vc-u vill display the full 
value of storage and utility space_ 

■3:hedule showings tliat are convenient so that the home will be presented at 
its best F'ersc-nai and farnilv privaev should be respecte 


You should disc:uss the wisdom of any major project witti the real estate 
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E] Click and drag the marker on the left margin. The small square mark¬ 
er is picked up by the mouse first. This is the marker for the first line 
indent. Cdick and drag this square marker to the half-inch mark. 

0 The nvx) triangles at either end of the ruler are for left and right 
indents. Cdick and drag the left triangle to the half-inch mark. 
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Click and drag ihe firsi line indent marker, then the left indent marker. 

^ j i ■' 

% Fife Edit Search Character Paragiaph Document 


48 


10 


Ji 


J2 


J3 


J4 




to i:44p Uirm n-^atly 


look k)rgor v^lion cl othes are- properly hung an^l shoes, h^ts, 
5nd C'ther articles are all in place 


# File Edit Search Choracter Paragraph Document 


to tou 
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tc> keep them neatly arranged 


'■.losets look larger wtien clothes a re properly hung and shoes, hats, 
and other articles are all in place 

stairways cleared of objects and obstacles make it easier for prospects 
t'> tour the home 

Attics, bas'rineiits, and garages aie irnpc.'i taut featuies By removing_ 

unnecessary clutter wliich may have accumulated, you will display the 
l ull valur of sWiagv and utility spave. 

Ccliedule showings Uiat are convenient so Uiat ttie home will ^ 
f-'i esented at it s Pest Personal and family privacy should t>e 
lescected 
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l/t/hen you release fhe mouse buHon, 
your indenf is changed. 


If you want to hide the ruler again, choose the Hide Ruler command on 
the Hdit menu. 












































Appearance of Your Document 


Make the title 
boldface: 


Emphasizing Characters 


You can emphasize characters by formatting them with the commands on 
the (character menu. 

For more impact, make your MEMO document title boldface. 

Q] Select the title by clicking next to it in the selection bar. 

[H Choose Bold from the (Character menu. 


i File Edit SeQrth 



ffOlDP 

1 1950 


Character 


Plain tent 


Bold 


Paragraph Document 



ilQiic 

Underline 

[DtSliDDlDS 
QHjEKQqq]) 
Small Caps 
Superscript 
Subscript 




You can understand tJjat 
buy^r veant n. pui-:ljasti 
tips to set tbt ctage for c 


First imp>rOoSiC'ns are imp' j'^ac.t 
oui edged, ^ulhvate flow^-i r- U 
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Perhaps more emphasis is needed—making the title larger might help. 
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Make the title larger: 


[T] Make sure the title is still selected. 

[ 2 } Choose Formats from the Character menu. A dialog box appears con¬ 
taining a list box of fonts. (The font is the design of the alphabet that 
characters are displayed in. ) The font sizes are on the right side of the 
font list box. The list shows the sizes available for the selected 
font—in this case, New York, which is the preset font. 


i File Edit Search 


Chdracter 


Paragraph Document 
MEMO 


P 


You can under 
buyer want to 
Ups to set the 

First im 
and edg 
from th< 

Fix up 1 
Selectiv 


Character Formats 
Style- 


^ Bold 

□ Italic 

□ Underline 

□ Small Cops 

□ Outline 

□ Shodoui 



rPositlon- 

® Normal 
O Superscript 
O Subscript 


Font Nome: 


Chicago 


9 


Neu> Vork 


10 


Geneua 


12 


Monaco 

o 

H 1 
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Font 

Size: 


\ 


DIFS 

98112 


vantage makes the 
Here are some tested 


p the lawn trimmed 
1 refuse or clutter 


?ork reduce appeal. 
Clean windows and 


_ unmarred walls will create a bright, cheery appearance, 
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\ 

niink fn Qeleci fhe font size. 


0 Word presets the font size at 12 points. Click to select 14 from the 
right side of the list box. (The text box at the right labeled “Font 
Size:” reflects the change; you could also type a number here to 
change the font size.) 













































































































































Appearance of Your Document 


0 Click the OK button. 


The fiile is now larger. 
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MEMO 


11950 16tK Ave E . Seattle. WA 98112 


PREPARING A HOME F0|R SALE 




You can understand ttiat showing a home to its best advantage makes ttie 
buyer want to purchase quickly and at a better price Here are some tested 
tips tC' set ttie stage for a profitable and early sale 


First impressions are important You should keep thie lawn trimmed 
and edged, cultivate flower beds, and remove all refuse or clutter 
from t^ie yard, sidewalk, and porches 


Fix up inside Badly faded walls or worn woodwork reduce appeal 
Selective painting will help you add a fresh look Clean windows and 
unmarred walls will create a bright, cheery aopearance 
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Note that the dialog box for Formats also contains check boxes for the 
other commands on the Character menu—Bold, Italic, Underline, Small 
Caps, Outline, Shadow, Normal, Superscript, and Subscript. You can use 
the Character Formats command to set all your formatting at once. 

See “Formatting Characters” in “Using Word” for more information on any 
of these commands. 






























































4 See It in Print 


To print: 


You can see the result of your work now by printing your document. 

Before you start, make sure your printer is plugged in and installed prop¬ 
erly. See your printer manual for instructions. If you are using a 
daisywheel printer, see “Appendix E, Daisywheel Printers.” 


Q] Choose the Print command from the File menu. You will see a dialog 
box. 



Edit Search Character Paragraph Document 


MEMO 


Quality: 
Page Range: 
Copies: 
Paper Feed: 


OHigh 


® Standard O DraFt 
O From: 


I 


To: 


OK 


® Continuous O Cut Sheet 


Cancel 


You can understand that shovvnne a home tC' its best advantage makes the 
buyer VvVi,nt tO' purchase quickly and cit a better price Her- are some tested 
tips tc- set ttie stage for a profitaV^le and early sale 

First impressions are important You sh'^'Uld keep the lawi trimmed 
and edged, cultivate flower beds, and remove all refuse or clutter 
from the yard sidewalk, and porches 

Fix up inside Badly faded walls or worn woodv/ork redicce appeal 
Selective pamtang wnll help you add a fresh look Clean ’vsnndovv^. and 
unmarred vcalls wnll create a bright, cheery appearance 
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[T] If you are using individual sheets of paper, click next to the “Cut 
Sheet” option. If you have questions about any of the other settings, 
see Chapter 9, “Printing Documents.” 

0 Click the OK button. Your document will start to print. 






























































5 Finish the Session 


At this point, you can continue to practice using Microsoft Word, or you 
can quit. 


When you want 
to quit: 


Q] Choose the Quit command from the File menu. 

[ 2 ] You will be asked if you want to save your changes. 


If you want to go through “Learning Word” again, or if someone else 
will be learning to use Word, click No to discard the changes to the 
MEMO document you made in this session. Word quits and returns to 
the Finder. Your changes to the document are discarded. 

If you want to save, click Yes. 

When all documents are saved. Word quits and returns to the Finder. 

If you don’t plan to work through “Learning Word” again, you can free 
work space on your copy of the Word disk by deleting the MEMO docu¬ 
ment or by moving it to another disk. It is easiest to do this with the 
Finder. 

Eventually, as you become more experienced with Word, you may want 
to move the help file to another disk also. 
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Review 



In “Learning Word,” you used the basic word processing techniques that 
you’ll need to build more sophisticated documents. And you have seen 
some of the ways that Word simplifies your writing and editing tasks. 

You have learned to: 

■ Start Word 

■ Type a new document 

■ Insert text by: 

Selecting the insertion point, then typing 

■ Reverse an action with the Undo command 

■ Select text: 

A character 
A word 
A sentence 
A line 

A paragraph 

■ Extend the selection 

■ Delete text by: 

¥ 

Typing over the selection 
Choosing the Cut command 
Pressing the Backspace key 

■ Ask for help using the About Microsoft Word command and by press¬ 
ing Command'? 

■ Save your work using the Save As command 

■ (dose the window 

■ Open a document with the Open command 

■ Move text by: 

Selecting the text 

(dioosing the Cut command 

Selecting an insertion point 

(dioosing the Paste command to insert the text 






Finish the Session 


■ Copy text by: 

Selecting the text 
Choosing the Copy command 
Selecting an insertion point 

Choosing the Paste command to insert the copied text 

■ Find and change text two ways using the Change command: 

Finding then changing text 
Replacing all occurrences of the text 

■ Center the title by: 

Selecting the title 

Choosing the Centered command from the Paragraph menu 

■ Indent paragraphs by: 

Selecting the paragraphs 

Dragging the indent markers on the ruler 

■ Make text boldface for emphasis by: 

Selecting the text 

Choosing the Bold command from the Character menu 

■ Change the font size by: 

Selecting the text 

Choosing the Formats command from the Character menu 
Choosing the new size in the list box 

■ Print a document using the Print command 

■ Quit Word using the Quit command 


If you have questions about performing specific tasks, refer to the “Using 
Word” section of this manual. If you have questions about the individual 
commands, see “Word Reference.” 



Using Word 


“Using Word” describes Word 
features and explains how to 
write and produce a variety of 
documents that fit almost every 
need. The material is divided 
into five chapters that cover the 


main tasks: editing, formatting, 
creating complex documents, 
printing, and handling documents. 
































Many of the tasks that were 
described in step-by-step pro¬ 
cedures in “Learning Word” are 
explained in greater detail in this 
section. 

“Using Word” shows you how to 
use Word’s special features to 
make your work easier. For in¬ 
stance, you will learn how to use 
the glossary function to store fre¬ 
quently used pieces of text that 
you can recall with a few simple 
keystrokes. You might use the 
glossary to store your return ad¬ 
dress, or long titles, or equations. 
Running heads are also described 
in this section. You can create 
running heads with Word to give 
your documents a professional, 
finished look. 

If you create documents that 
need footnotes, you will learn 
how to create footnotes in this 
section. Word follows your direc¬ 
tions and automatically places the 
text and the footnotes for you. 

If you need form letters or other 
kinds of form documents, you 
will learn how to create these in 
this section. 

The following list shows which 
tasks are described in each 
chapter. 




















If you want to.,. 

See: 

Select text 

Chapter 6 

Editing With Word 

Insert or delete text 


Move or copy text 

Find and/or change text 

Work with more than one window 


Create a “glossary” for repetitive text 


Change font, font size, or 
position of text 

Indent text 

Chapter 7 

Formatting Your Work 

Change line spacing 

Set tabs 


Create running heads 

Chapter 8 

Working With 

Footnote text 

Complex Documents 

Number pages 

Change the position of footnotes, 
running heads, or page numbers 

Vary the format of a document 


Change the margins 

Chapter 9 

Printing Documents 

Print a document 


Print a form document 


Open a document 

Chapter 10 

Handling Documents 

To save a document 



See “Word Reference” for information about individual commands. 







6 Editing With Word 


In this chapter: 


This chapter summarizes the basic editing techniques that you can use to 
revise and refine your documents. If you have read “Learning Word,” you 
will find that this chapter reviews the techniques you learned there. This 
chapter also covers Word’s more advanced editing functions, 

■ Entering Text 

■ Selecting Text 

■ Inserting 

■ Deleting 

■ Moving and Copying 

■ Undoing Your Last Change 

■ Finding and Changing Text 

■ Going to a Specific Page 

■ Using Windows 

■ Inserting Frequently Used Text: The Glossary 


61 









Using Word 


Entering Text 


To enter text with Microsoft Word, start the program, then start typing. 

There are several things you should keep in mind: 

■ Words that are too long for a line are moved to the next line automat¬ 
ically. This is called “wordwrap.” Wordwrap also occurs when you 
insert or delete text; your lines are adjusted automatically. 

■ Use the Return key only to end a paragraph. Do not use the Return 
key to end each line. 

■ Use the Backspace key to erase mistakes as you type. 



Word also uses key sequences to perform special editing tasks and to in¬ 
sert some special characters. 

Press the new line key sequence to end a line without starting a new para¬ 
graph. 

The new page key sequence inserts a page break; that is, it ends the page 
and starts another. 

A fixed size, nonbreaking space keeps two words from being split at the 
end of a line. For example, you might use a nonbreaking space if you 
didn’t want a line break between two words of a title or a name. A non¬ 
breaking space is not enlarged or compressed when you justify a line. 

An optional hyphen lets you specify' that a word can be broken at the end 
of a line, if necessary. Otherwise, Word moves the entire word to the 
next line. The optional hyphen also indicates where y^ou want that word 
broken; for example, Cl ip-board 

The Command-A key sequence will repeat your most recent action. For 
example, if you type a sentence and press Command-A, the sentence will 
be duplicated. 




Editing With Word 


To insert,.. 

New line 

New page 

Nonbreaking fixed spaee 
Optional hyphen 
Repeat last edit 


Do this: 

Hold the Shift key and press 
the Return key. 

Hold the Shift key and press 
the Enter key. 

Hold the Command key while 
pressing the spacebar. 

Hold the Command key while 
pressing the - (hyphen) key. 

Press the Command-A keys. 

* 


See “Appendix A, Key Sequences” or your Quick Reference Card for a 
complete list of all key sequences that you can use with Word. 
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Using Word 


Selecting Text 


You must select an insertion point or text before you choose a command. 
When you select text, you are telling Word where to perform the next 
task. 



To select... 


Do this: 


An insertion point 

A character 
A word 

The previous word 
A line of text 

A sentence 
A paragraph 
Part of a paragraph 


An entire document 


Click to the left of a character to insert 
in front of it. 

Drag across it. 

Double-click anv character in the word. 

The space after the word is also selected. 

Hold the Shift key while pressing 
the Backspace key. 

Move into the selection bar to the 
left of the line and click. 

Press the Command kev and click anvwhere 
in the sentence. 

Move into the selection bar next to any 
line in the paragraph, then double-click. 

Click next to the first line you want to 
select, then drag across the rest. Or extend 
the selection. (See the procedure below.) 

Move into the selection bar, then hold 
down the Command kev and click. 





Editing With Word 


To extend any 
selection: 


Put the insertion point at the beginning 
oh the text you want to select. 


^ rile Edit Search Character Paragraph Document 



memo2 



Maiinplii?;? 2i iaonoao KsaUasra 

t 195^ 16th Ave. E , Seattle. WA 98112 


PREPARING A HOME FOR SALE 


You can understand thati 


_ _ ilioWiuii, d holiir I.'.' iU t.Jrsl adVduUi^e UidLes the 

buyer want W purcliase quickly and at a better price. Here are some tested 
tiDs to set the stage for a pi 'M'ttat’le and early sale. 

Fust luipressi'.'ns ai-r iiaj.-.i.-rtant You should keep tlie lav/n trimm^ 
and edged, cultivate flovvei beds, and rernC'Ve all refuse or clutter 
11'.'Hi the v-nid. sidewalk,■ 


ind porches 

Fix up inside. Badly faded walls or worn woodwork reduce appeal, 
Selective painting will heiA you add a fresh look Clean vnn6o\\^ and 
unmarred walls will ct eataa brieht, cheery appearance 




& 

a 




Move the mouse pointer to the last character 
you want to select—then Qhiht-click. 


To change the 
selection: 

To replace the 
selection: 


You can also extend the selection by pressing Shift and double-cHeking on 
the last word you want to select. This also selects the space after the 
word. 

@ Move the pointer. When you click, the insertion point moves to the 
new location. 

H Start typing. The text you type replaces the selection. 



























































Using Word 


Inserting 


You can insert text by typing new text, or by pasting from the Clipboard. 

You can also insert text from a glossar^u See “Inserting Frequently Used 
Text: The Glossary Window” in this chapter for more information about 
glossaries. 


To insert new text: 


To insert 
text from 
the Clipboard: 


Q] Move the insertion point to where you want to insert the text. 

[2 Type the new text. 

Q] Move the insertion point to where you want to paste the text. 

[I] Choose Paste from the Edit menu to insert text from the Clipboard. 


When you insert text, it takes the formatting of the character to the left of 
the insertion point. If you are inserting at the beginning of the document, 
then the text takes the format of the character to the right of the insertion 
point. 
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Editing With Word 


Deleting 


There are three ways to delete text with Microsoft Word: 

■ To erase text completely, use the Backspace key or the Clear 
command. 

■ To remove the text from the document to the Clipboard, use the Cut 
command. 

■ To replace text, select the text and type over it. 


When you delete text with the Backspace key or the Cdear command, you 
can use the Undo command to get it back. 

To delete... Do ONE of these: 

One character Place the insertion point to the right 

of the character and press Backspace. 

Select the character; choose the Clear 
command. 

Select the character; choose the Cut 
command. This moves the character 
to the Clipboard. 

Select the character and type over it. 

Select the character and press Backspace. 


More than one character Select the text; choose Cut. 

Select the text; then press Backspace 
(or choose Clear). 

Select the text; start typing to replace it. 


The entire document 


Select the entire document; press the 
Backspace key, or use Cut to move 
the text to the Clipboard. 









Using Word 


Moving and Copying 


You can move or copy text: 

■ Within the same document 

■ Bet^\"een Word documents 

■ Betw^een Macintosh applications 


To move or 
copy text: 
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When you move or copy text to a new location, whether it’s in the same 
Word document or in a different one, the text takes on the paragraph for¬ 
matting of the text around it—that is, the alignment or line spacing. The 
moved text keeps the character formatting it had in the old location. For 
example, if it was italic in the old location, it will be italic in the new lo¬ 
cation also. 

Q] Select the text that you wish to move or copy. 

[ 2 ] Choose Cut or Copy from the Edit menu. The selection is placed in 
the (Clipboard. 

13 Move the insertion point to the new location for the text. 

[ 4 ] Choose Paste from the Edit menu. The text is pasted from the Clip¬ 
board into the new location. 


A copy of the text remains in the Clipboard until the next 
cut or copy. The Clipboard will hold only the contents of 
the most recent cut or copy. If you cut or copy again be¬ 
fore you paste, your original text will be lost. 


Note 
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Qeleci. . . 



File Fdit Search Character Paragraph Document 
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Editing With Word 


To move text with 
the mouse: 


To copy text with 
the mouse: 


It is often faster and easier to move text with the mouse instead of using 
the Edit menu commands. 

Q] Select the text to be moved. 

[ 2 ] Place the mouse pointer on the character or spot where you want to 
insert the text. 

0 Click the mouse button while pressing the Shift and Option keys. The 
text appears at the new location. 


You can also copy text the same way, except that you press only the Op¬ 
tion key while clicking. 

E] Select the text to be copied. 

[ 2 ] Place the mouse pointer at the character or spot where you want to 
insert the text. 

0 Click the mouse button while pressing the Option key. 

You can move or copy any amount of text within a document using the 
mouse. However, you cannot use this technique to move text between 
documents. 



Using Word 


To move or 
copy between 
documents: 


The procedure for moving and copying betu^een documents is the same as 
for moving and copying within a document. You select text, then cut or 
copy to the Clipboard. Then you select the new location (in a new docu¬ 
ment ) and paste the contents of the Clipboard in that location. 

Q] Select the text you want to cut or copy. 

|T| Choose Cut or Copy from the Edit menu. The text is placed in the 
Clipboard. 

0 Open the document you want to copy to. The new window opens on 
top of any other windows on the screen. 

0 Select an insertion point for the text. 

0 Choose Paste from the Edit menu. The contents of the (Clipboard are 
pasted into the new location. 


Note When you are moving and copying text betw^een docu¬ 

ments, it is a good idea to save your document after you 
paste. Until you save. Word has to go back to the old lo¬ 
cation to read that text—if you copied text from another 
disk, you will be asked repeatedly to insert the other disk. 
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^ « File Edit Search Character Paragraph Document 



5-1 list 


Murphy 
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Address 
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family in warm, old-fashioned comfort, that is rarely found in today 
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Copy iexf from fhe first document 
to the Clipboard 


o 

Murph’^S<Allen, Realtors 
11930 l6thV*ve, E 
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o 


Clipboard 
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. . . then to the new location 
in the second document. 
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Using Word 


To move or 
copy between 
applications: 


Moving or Copying Between Applications 

You can also move or copy text, data, or pictures from other Macintosh 
applications. If you have a document that mixes text, pictures, or charts, 
you can copy (or move) the picture or chart into the document first. 

Then copy or move the text separately. 

Q] Select the text or graphic you want to cut or copy. 

[ 2 ] Use the Cut or Copy command from the Edit menu to put the text in 
the Clipboard. (You can also copy it to the Scrapbook.) 

13] Close the document and quit the application. 

[3 Start the other Macintosh application. 

[ 5 ] Open the document you want to copy to. 

[3 Select the insertion point where you want to paste the text or picture. 

13] Use the Paste command from the Edit menu to paste the contents of 
the Clipboard into the new location. 


ThiQ piciure wsQ psQfedin from MscPsini. 



April U;, 1964 


Mr J L Murphy 
1 1960 I 6 U 1 Ave E 
SeatUe, WA 96112 


Dear Urn 
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When you move or copy text bem^een Macintosh applications, you will 
lose all formatting to the text. See “Appendix D, Using Word With Other 
Applications,” for details. 
























































































































Editing With Word 


Undoing Your Last Change 


You can use the Undo command to reverse your most recent editing or 
formatting action. You need to use Undo immediately after the action that 
you want to reverse. 

When you pull down the Edit menu, the Undo command names the last 
action you performed. For example, the menu might read Undo Typing, 
Undo Paste, or Undo Formatting. 

To undo: ® Choose the Undo command from the Edit menu. 


Once you carry out the Undo command, it becomes Redo on the Edit 
menu—Redo Typing, Redo Paste, or Redo Formatting. This enables you to 
reverse the Undo command. You can switch back and forth between dif¬ 
ferent versions of text, to see which you prefer. 
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Using Word 


Finding and Changing Text 


You can easily locate text and change it with the commands on the Search 
menu. You can: 

■ Search for up to 255 characters. 

■ Change a specified arrangement of capital and lowercase letters. 

■ Change all occurrences of the text in a document. 

■ Change only those occurrences you want to. 



You can also search for a “wild card” character, using the ? (question 
mark) to match any character. You could use this if you think you might 
have spelled something more than one way. For example, hea? in the 
“Find What:” text box might find: head, heal, heap, hear, heat You can 
use as many wild card characters as you like in the “Find What:” box. 

The Search menu commands affect the window that is active when vou 
choose the command. If you have several document windows open, you 
have to search each window individually. 


Finding Text 

Use the Find command to look for and select a character, word, or group 
of characters or words. The Find command always starts at the insertion 
point or at the end of the selection and goes to the end of the document; 
then Find goes back to the beginning of the document and continues 
searching to the end of the selection. 






Editing With Word 


To find text: 


U] Choose the Find command from the Search menu. You will see this 
window: 


Type ihe fexf ihaf you went fo find here. 


Click io find only fhoee^ 
occurrenceQ fhef ere. 
diQiincf words, so Word 
won V find your fexi 
embedded wHhin words. 

Click io find occurrences 
of fexf wifh ihe specified 
errengemeni of upper- or 
bwercese leHers. 



Find 


Find mhot; 



Ulhole UJord Match Upper/Louiercase 





Click the Find Next button to start the search. You can also press the 
Return or Enter key. Word searches for the text you specified and 
selects the first occurrence (if there is one). 
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t 1950 16lh Ave. E , Seattle. WA 981 12 


PREPARING A HOME FOR SALE 

can understand that showing a home to its best advantage makes the 
buyer v/ant to purchase quickly and at a better price Here are some tested 



Firs 

and 

fror 

Fix' 


TO— - 


_ Finn -■ i -L 

Find IDhat: 


□ Ulhole mord 

□ Match Upper/Loiuercase 


1 

r 

Find NeHty 


lavm trimmed 
:.e or clutter 


educe appeal 


Selective painting will help you add a fresh look Clean windows and 
unmarred walls will create a bright, cheery appearance. 


0 Click the Find Next button if you want to continue. The document 
scrolls automatically as needed. When all occurrences have been 
found, you see an alert box saying “Search complete.” 

S When the search is complete, click the close box on the title bar to 
close the Find window. (Or choose the Close command.) 


If there are no occurrences of the text in the document, you will see an 
alert box saying “Search text not found.” 

You may want to change something in the document window while you 
are searching. You can do this as you are using the Find command. 































Editing With Word 


To edit text in the 
document as you 
search: 


To change the 
search text: 


U] Click an)"wherc in the document window to make it active, and edit 
the text. The Find window is still on the screen but it is under the 
active window. 

12 Choose the Find command again. The search text you used last will 
be in the “Find What:” text box. Click the Find Next button to con¬ 
tinue. You can also get the Find window back by dragging the docu¬ 
ment window until you see part of the Find window, then clicking 
anywhere in the Find window to make it active. 


Double-click ihe ' Find Wheh ‘ ’ lexi box. 
The box will be celecfed.^ 



Find Lilhat: 


□ LUhole IDord □ Match Upper/Louiercase 

c 


Find Nent 




Type the fexf fhaf you v^janf io find. 


Find Uihot: tol 

1 

□ liihole IDord 

□ Match Uppijr/Loiitercase 

1 

1 Find Nent J 






























Using Word 


To cancel the 
search: 


Close ihe Find window by clicking ihe dose box—or use fhe Close 
command. 


4 File Edit Search Choracter Paragraph Document 
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Find 


Find IDhat: 


□ Ulhole Ulord □ Match Upper/Lomercase 
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Find Nent 


lawTi trimmed 
se or Gutter 


L 


■Reduce appeal 

SelecUve painUng will help you add a fresh look Clean windows and 
Linmarred wzWs ^^^11 create a bright, cheery appearance 


Changing Text 

Use the Change command to find text and replace it with something else, 
or to change all occurrences automatically. 

The Change command also searches forward from the insertion point, 
then goes to the beginning of the document and comes back to the inser¬ 
tion point. However, if one or more characters is selected, the Change All 
button will say Change Selection. In this case, only those occurrences of 
the text that are within the selection will be found and changed. 




































Editing With Word 


To find then 
change text: 


[T] Choose the Change command from the Search menu. You will see 
this window: 


PreQS ihe Tab key fo go back 
and forih beiween fexf boxes. 


Type fhe fexf fhaf you 
wanf fo find. 

B Type fhe reptacemenf fexf. 

ff you feave fhis box blank fbe 
search fexf will be delefed. 


Change 


Find liihat: 

44 

A 


Change To: 

T1 

B 



UJho le Ulord [? □ Match Upper/Louiercase 
Find NeKtJl [Change, then Find] [Change 


Change R(l 


C Click fo find and change 
fhose occurrences fhaf 
are disfincf words only. 

(Ofherwise, Word finds and 
changes search fexf when 
if occurs wifhin a word— 
e.g., is wifhin display.) 


D Click fo find only fhe arrangemenf 
of upper- or lowercase you specify. 

(Ofherwise, Word ignores capifalizafion 
when searching for characfers.) 






















Using Word 


To change all 
occurrences: 


(]lick one of the following buttons to start. Word searches for the 
text you specified and selects the first occurrence (if there is one). 


ChsngeQ ihe Qelecfion. 

Finds fhe nexi occurrence of fhe fexf. 


||n= 

Finj 

1 liihat: 

Chonge 

P 1 

ChJ 

Inge To: 


1 

J 

□ UJhole UJord □ Matth/l 

Jpper/Loinertase 

1 |Find NeHt jj 

Change, then Find] [Change Change fill ] 


Changes fhe fexf when you click, / 

then finds fhe nexf occurrence. / 

Changes all occurrences 
in fhe documenf aufomafically. 


0 To continue searching, press the Find Next button or the Change, 
then Find button. The document scrolls automaticallv as needed. 
When the entire document has been searched, you will see the mes¬ 
sage: “Search complete.” 

0 When you are finished, click the close box or choose the Close com¬ 
mand to close the (Change window. 

n] Choose the Change command from the Search menu. 

0 Fill in the “Find What:” and “Change To:” text boxes. 

0 Click the Change All button. 


All occurrences of your text are changed automatically to the new text 
you specified in the “Change To:” text box. The document does not 
scroll, but the entire document is selected. Change All can be reversed 
only with the Undo command. 





































Editing With Word 


To find and change 
text within the 
selection: 


|T] Select the block of text you want to search. The selection can be as 
small as one character or as large as the entire document. 

13 Choose the Change command from the Search menu. 

0 Fill in the “Find What:” and “Change To:” text boxes. 

[T| Click the Change Selection button. 
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pect can concentrate on major 
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Change 


Find LDhat: 
Change To: 


□ lllhole lilord □ Match Upper/Lomercase 

^Find^jeH? ! [Change, then Find] [Change] [Change^election 


//you fi3ve a aelecHon on ihe screen. 
Change AH becomes Change Se led ion. 


All occurrences of the text within the selection are changed. The docu¬ 
ment does not scroll. You can reverse this change with the Undo 
command. 
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Going to a Specific Page 


Word ends pages (or paginates) in a document when it is printed. You 
can also press Shift-Enter to end a page yourself. You can choose the 
Repaginate command from the Document menu to paginate a document 
that has never been printed, so that you can see the page breaks. When 
you want to go directly to a particular page in a paginated document, use 
the Go To command on the Search menu. For more information on pagi¬ 
nation, see Chapter 9, “Printing Documents.” 

To go to a Q] Choose the Go To command from the Search menu. You see this dia- 

specific page: ‘“8 hox: 




[U Type the page number that you want to go to. 
El Click the OK button. 


To go to the last 
page of the 
document: 


Word goes to the page you specified; the first character on the page is 
selected. 

E Choose the Go To command. 

E Type the last page number, or any number greater than the last page 
number. 

E Click the OK button. 
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When you work 
with windows: 


Using Windows 


With Word, you can have several document windows on the screen at any 
time. Using more than one document window can be helpful to: 

■ Edit several documents for consistency 

■ Refer to another document for information 

■ Copy and move text between documents 

■ Use an outline or notes as you write 


You can look at several document windows, or you can look at any of the 
special windows. The special windows are used for performing specific 
editing tasks. They include: 

■ The Scrapbook window 

■ The Clipboard window 

■ The glossary window 

■ The Find and Change windows 

■ The footnote window 


You will find more information on the Scrapbook and Clipboard windows 
in Macintosh, your user’s guide. For information on the glossary window, 
see the next section in this chapter; for information on the Find and 
Change windows, see the previous section in this chapter. For informa¬ 
tion on the footnote window, see Chapter 8, '‘Working With Complex 
Documents.” 

You can move windows around by dragging them with the title bar. You 
can shrink or expand windows by dragging the size box in the lower right 
corner. 

You can also double-click in the size box or on the title bar to make a 
window full size, or to go from full size back to the smaller size. You can 
keep several windows on the screen, and expand them one at a time to 
work in each one. 
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To open a window 
for an existing 
document: 


You can have up to four document windows open on the screen at one 
time. The Clipboard window also counts as one of the four. The active 
window usually overlaps any other windows on the screen. (If your win¬ 
dows are xery small, they may not overlap.) 


Vocy C3n hgve up fo four windowQ open af one iime. 



5-1 list 


Phone No 


O^^Tter 


PREPARING A HOME FC Address 


9000 loth Ave 
400 S V/ 2nd 

\ri\r. \ cf 


0 W Foote 


The seller can understa 
the buyer want to pure 


Alice Brew 




flyer 


> classic home IS located in Wind-m-the-Willows Wi^four spacious 
rooms and three full-sized bathrooms, it xnW gracio^ly accommodate" 
ily in warm, old-fashioned comfort that is rarely^und in today's iiiiii 
iern homes o / Bi 


[?ouble-click here fo go fo fut! Qize. 


The aefive documenf window overlaps fhe of here, 

4 File Edit Search ChaVacter Paragraph Document 


MEMO 


KliiPiiJli]^ a wOOsiDa SsaOSoipa 

1 1950 16th Avet. Seattle, WA 98112 


You can also split a document window into twT). This is useful for seeing 
two different parts of the same document at the same time. If you display 
one document in tw o window^s, changes in one document wdndow will be 
reflected in the other. A split window^ counts as two windows open on 
the screen. 

m Choose the Open command from the File menu. 

[I] Click to choose the document in the list box. 
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[3 Click the Open button. 

OR 

Caboose the Open command and double click on the document name 
you want to open. 


Double-click fo open ihic document 







lellerZ 


MEMO ^ 

memo2 

paraformats 


Edi 


Search 


Charac ter 


Paragraph 


Document 


flyer 

formletter-Job 

jobdata 


Select a Document; 


liJord Disk 


Cancel 


Or, dick fo celecl fhe nsme, fhen dick Open, 


To open a blank 
window: 


@ Choose the New command from the File menu. A blank, untitled 
document window appears on the screen. This window overlaps any 
windows already on the screen. 


To change from one 
window to another: 


Q] Move the pointer into the window you want to work in. (You may 
have to move vour windows around a bit, because smaller windows 
mav be underneath.) 



(dick anywhere in that window. It will move to the top. 
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To split the 
window: 


If you need to look at different parts of one document at the same time, 
split your window into two parts. 

@ Click on the split bar at the top of the right scroll bar and drag it to 
where you want the split to be. 


[?rsg Qplif bsr from here . . . 


i File Edit Search Character Paragraph Document 



memo2 


I 1950 16th Ave E., Seattle, WA 981 12 

PREPARING A HOME FOR SALE 



Y ju ■:3 n understand that sho^'^ng a home to its. best advantage makes 
buyer Vv^nt tc- purchase quickly and at a better price Here are some^ted 
tips to set the stage for a profitable and early sale 


agent tef ore proceeding Many large exp^enditures. thou|J>Tieeded may noi . j 
be economically sound while trying tC' sell a home / _! | 

! 

If y-u can correct small items, a critical prospect c^i concentiatg.^'fflTiaK'r 
ccmsideiauons 


Page 1 


Pi 


. . . /o where you wanf fhe split. 


Both windows contain scroll bars. 
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To close the 
window split: 


After the split is made, you can change the size of the two parts by mov¬ 
ing the split bar with the mouse. A split window counts as two windows 
on the screen. 


f 

i File Edit Search Character Paragraph Document 



If you move the eplH bar toward fhe fop of the window, the boffom parf 
expande fo fill fhe window. 


H Drag the split bar to the bottom or top of the window until the split 
disappears. 


The Clipboard displays the text that was most recently cut or copied from 
a document (or application). You can easily move or copy text betw^een 
windows on the screen by using the Clipboard. For more information, see 
the section on “Moving and Copying” in this chapter. 
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To open the 

Clipboard 

window: 


H Choose the Show Clipboard command from the Edit menu. The Clip¬ 
board appears on the screen. 


Click ihe dose box fo dose fhe Clipboard window. 




Clipboard 




First impressions are important. You should keep the lawn trimmed 
and edged, cultivate flower beds, and remove all refuse or clutter 
from the yard, sidewalk, and porches. 






a 


You cannot edit text in fhe Clipboard. 


To close a window: H (>lick the dose box, or choose Close from the File menu, to close the 

active window. 


When you close a window that has unsaved changes in it, Word prompts 
you to save those changes. 

For information about using the footnote window, see Chapter 8, “Work¬ 
ing With Complex Documents.” 



















Editing With Word 


Inserting Frequently Used Text: 
The Glossary Window 


The glossary window is a special window for storing information that you 
use often, but don’t want to type over and over. You can use this window 
for storing names, addresses, standard clauses for contracts, copyright in¬ 
formation, or special terms or definitions you use often in your writing. 

You store each piece of information as a glossary entry. Each glossary en¬ 
try has a name, which can be anything you like—a word, a character, or a 
phrase. When you type the glossary name in your text, and then expand 
it by pressing the Command-Backspace keys, the full text of your glossary 
entry appears in your document. 

You can create glossary entries for a particular task and discard them at 
the end of the session with Word. Or you can create entries that you save 
from one session to another. 

You may have used the Macintosh Scrapbook for similar tasks. You can 
use the glossary window in much the same way. You use the Clipboard 
to move text into it. The advantage in using the glossary window is that 
you can type the glossary name and insert the entire glossary entry text in 
your document using just a few keystrokes. And formatting to the original 
text is kept. 
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To open the 

glossary 

window: 


® Choose the Show Glossary^ command from the Edit menu. 


Type fhe gloQQsry name in fhe 
‘ Name of Gloeeary: ‘' fexi box. 


Glossdry 



NameVof Glossary: 


page 

footnote 




O 


The fisi box confaine names 
of all glossary entries. 


These are the 
two reserved 
glossaries. 


Reserved Glossaries 

When you open the glossary window, you will notice that Word has 
reserved two glossary names for special use: “page” and “footnote.” 

You can use the “page” glossary name to insert a page number in running 
head text without having to type the number in the text. “Page” is re¬ 
placed with the page number automatically when the document is printed. 

You can use the “footnote” glossary^ as a place holder if you accidentally 
delete an automatic footnote number in the footnote window. Word will 
insert the correct footnote number when you expand the glossary. 

For more information about running heads and footnotes, see Chapter 8, 
“Working With Complex Documents.” 
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To create a 
glossary: 


Using the Glossary Window 







Select the text in your document that you want to be the glossary en¬ 
try. If the text is not already in the document, type it in the docu¬ 
ment, then select it. All formatting to the text will be kept in the 
glossary entry. 

Choose Copy from the Edit menu to copy the text to the Clipboard. 
(Choose Cut if you want to remove it from the document.) 

Choose Show Glossary^ from the Edit menu. The glossary^ window 
appears. 

Type the glossary name in the “Name of Glossary:” text box. The 
glossary name can be up to 64 characters long. 

Choose Paste from the Edit menu. 


The new gloeeery name 
appearQ in fhe lief box ., 



Name of Glossary: 


address 


Murphy & Rllen, 
Realtor$DI 1950 16th 
Rue. E., Seattle, UJR 
98112 


page 
footnote 


address 


O 


The glossary fexi appears 
in ihe area below fhe fexf box. 


You cannof always see fhe full fexf. 
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The glossary window does not have to be on the screen when you insert a 
glossary entry in your document. Once you have created the glossary, 
you can close the window. 

To use a glossary Q] select the location where you want to insert the text. 

entry: [I] Type the glossary name. 

[3 Hold down the Command key and press the Backspace key. The glos- 
sar\^ text appears in your document. 


flyer 


This is located in Wind-in-tlu?-Willocv’s Vvith four spacious 

bedrooms and Uiree full-sized bathrooms, it will graciously accommodate a 
family in warm -'Id-fashioned comfort that is rarely found in today s 
modern harries 




addres^b 


GloQQary namQ 


Page I 


flyer 


This classic home is located in Wmd-in-the-Willows With four spacious 
bedrooms and three full-sized bathfC'Oms, it will graciously accommodate a 
family in ’warm, old-fashione'd comfort ttiat is rarely found in tsday s 
modern homes 

11950 I6th Ave. E., Seattle, WA 98112 


E.xpandedglossary entry 


id 


Page 1 |0[ 
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To display a 

glossary 

entry: 


There is no limit to the size of the glossary^ entry text (so long as it fits on 
the disk). 

When you expand a glossary entry, the character and paragraph format of 
the glossary entry will apply to whatever you type to the right of the en¬ 
try. Press Command-Shift-spacebar to go back to “plain text” character 
format, and Command-Shift-P to go back to “normal” paragraph format. If 
the glossary includes font changes, choose Formats from the Character 
menu to go back to your normal text font and size. See Chapter 7, “For¬ 
matting Your Work,” for details on formatting. 

You can insert graphics into a glossary from another application. Open 
the glossary window using Show Glossary. Then use the Paste command 
to move the picture from the Clipboard into the glossary window. The 
picture will always be at the beginning of the glossary entry. For more in¬ 
formation, see “Appendix D, Using Word With Other Applications.” 

|T] Open the glossary window with the Show Glossary command. 

[ 2 ] Select the name of the glossary you want to see in the list box. The 
glossary name and text appears on the left side of the window. 


Name of Glossary: 


address 


Murphy & Alien, 
RealtorsD1 1950 t6th 
Aue. E., Seattle, lOR 
98112 



You may not be able to see all of the glossary entry text—to do so, you 
can copy the entry to the Clipboard and open the Clipboard. 

The glossary window does not display formatting to the glossary^ entry 
text. When you expand the glossary name, any formats in the original 
text will also appear in the new location. 
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To replace a 

glossary 

entry: 


You cannot edit glossary text in the glossary window. Instead, you must 
change the text in the document, then replace the obsolete glossary text 
with the new. 

U] Type the new glossary text in the document, or expand the glossary 
name then edit the text. 

[ 2 ] Move or copy it to the Clipboard. 

13 Open the glossary window with the Show Glossary command. 

[ 4 ] Display the glossary text by selecting the name from the list box. 

0 Choose Paste from the Edit menu to paste the glossary text from the 
Clipboard over the text in the window. 


To delete a 
glossary; 


The new entry completely replaces the old entry. 

[T] Choose the Show Glossary command. 

[ 2 ] Click the name of the glossary you want to remove. 

0 Choose the Cut command. This deletes the glossary name and entry. 


To save a new 
glossary: 


U] You can choose the Save As command from the File menu while the 
glossary window is active, or you will see a prompt to save the 
glossary when you quit. You will see a box labeled: “Save Current 
Glossary as:”. 



Type the name of your glossary in the box. Most of the time you will 
want to save to Standard Glossary, which is the name suggested in the 
box. 


0 Click the Save button, or press the Return or Enter key. 


Word automatically uses the Standard Glossary when you choose the 
Show Glossary command. If you want all your glossary entries stored in 
one place, just save your entry in this glossary^ 
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However, if you want to save the glossary entries for one session separate¬ 
ly, you can do so by typing a new name when you save. This separate 
glossary will appear on your desktop, and you can copy and move it to 
other disks. To open a separate glossary, display the glossary window, 
then choose the Open command and select the glossary you want to 
open. The glossary will be merged into the glossary that is already in the 
glossary window (usually Standard Glossary, since Word loads this glos¬ 
sary automatically). 

To move your glossary to another disk, use the Finder to copy it. See 
Macintosh, your owner’s guide, for information on copying files from one 
disk to another. 





7 Formatting Your Work 


When you format a document, you tell Word how you want your finished 
page to look. You can alter the position, shape, or density of characters in 
the text. You can change the alignment and spacing of paragraphs, or in¬ 
dent them from the margins. You can set tabs to align your text in 
columns. Usually, any format you choose will appear on your printed 
document just as it appears on the screen. 

With Word, you control three levels of format: the appearance of charac¬ 
ters, the alignment and spacing of paragraphs, and the layout of pages. 

This chapter covers character and paragraph formatting. For information 
on page layout, see the next chapter, “Working With Complex 
Documents.” 

In this chapter: ■ Formatting Characters 

■ Formatting Paragraphs 

■ Setting Tabs 
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Text consists of the characters that you type in your document. Charac¬ 
ters include letters, symbols, numbers, and spaces. There are also some 
special characters, normally invisible, that you can display with the Show 
H command on the Edit menu. See the Show H command in Chapter 11, 
“Commands,” for more information. 

The Character menu commands control font, font size, position, and shape 
of characters. Use these commands to: 

■ Emphasize text by making it boldface, italic, outlined, underlined, 
shadowed, or small caps. 

■ Change the position of a character or characters (subscript or super¬ 
script ). 

■ Change the font—there are several fonts available on the Word master 
disk. 

■ Change the size of the font. 


Character formatting is saved when you save your document. Character 
formats are also kept when you move or copy your formatted text into 
other parts of the document. 

When you type text at the insertion point, that text will look like the text 
just before the insertion point—unless you change the format with a key 
sequence. See the section on “Changing Characters With the Keyboard” 
below. 


The Character Menu Commands 

The Character menu gives you two ways of formatting. When you want 
to change the emphasis or position of text quickly, choose the appropriate 
command from the menu. But if you want to make extensive changes, or 
change several things at one time, use the Formats command. 





Formatting Your Work 


When you pull 
down the 
Character menu: 


When you formaf cheracfete, 
a check (\^) appearc nexf fo 
the command you used. 


!□ 



Plain iexi displayc 
fexi wifhoui any character 
formatting. Thic command 
also erases character formatting. 


rmal 


File [dit SeaWh ■riililiblilJli Paragraph Document 

Plain tent 
Bom 

italic 
Underline 


PREPARING A HOME FOR 

PREPARING A HOME Fl 


PSEFARlNCt A HOh’E : 


PREPARING A HOME FOR 


A 


g- 


Small Cap^ 

Superscript 

Subscript 


Formats.,. 


These commands control 
the density, shape, and 
emphasis of characters. 


^ mm m 


ppj:pariwg a home for sale 


These commands control 
the position of characters. 

'Formats controls all these 
things, plus font and 
font size. 


prephring r hohe for srle. 

PREPARING A HOME FOR SALE 



101 











































Using Word 


102 


To change the 
appearance of 
characters: 


\T\ Select the text you want to change. 

[U Choose the format you want from the menu: 


Plain fexi 
Bold 


charfarmat 






PREPARING A HOME FOR SALE. 
PREPARING A HOME FOR SALE. 

PREPARING A HOME FOR SALE: 
PREPARING A HOME FOR SALE.- - 




9!Ba?Aasaie a s»ais sea sails.- 

PBEPARINO A HOME FO'l SALE- 


/ 


PREPARING fl HONE FOR SALE, 

PREPARING A HOME FOR SALE. 

O 


■ Italic 
'Underline 
Outline 
Shadow 
Small Cape 


Page I 




SCI 





IM 



w 







ii: 

ijiij 




o 

Isa 


\ 


FormafQ: Fonf 
changed fo Monaco 

FormafQ: Qize changed fo 18^pi. 


Note that you can change font and font size, as well as character emphasis 
and position, with the Formats command. Details for changing the font 
and size are given below. 

When you choose commands from the menu, you can add new formats to 
previous ones. For example, if you choose Bold, then Italic, the resulting 
characters will be boldface and italic. But if you choose a command that 
is already checked, this will remove that character format. For example, if 
Bold is checked on the menu, then choosing Bold again cancels the format 
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To change character 
position: 


[T] Select the text to be changed. 

[ 2 ] Choose Superscript or Subscript from the Character menu. 


QupQrQcripi raises fhe Qelecfed chsrscierQ sbove fhe baseline of the fexf. The 

-I 

^1 


(x2 + y2)(a +b)/23b 



CH3--CH2--CH2--S--CH2--CH2--CH--COOH 

1 



1 

NH2 

0 / 


0 

Page 1 |Cl[ fe;!;; : 




Subscript lowers fhe eelecfed chsrscfere below fhe bseeline of fhe fexf. The 
Qubscripfed cherecfers ere reduced in size. 


superscripfed cherecfers ere reduced in size 



Kx + y)2 - z] 
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To change 
the font: 


The font is the design of the alphabet in which text is displayed or 
printed. The font is preset to 12-point New York; you can change it to 
any of the fonts available on the Word master disk. These fonts may vary, 
depending on which version of the Macintosh system you have. 
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Q] Choose the Formats command on the Character menu. You will see 
this dialog box: 

/4 Qsme sq Characfer menu commandQ. If you want fo add or 
remove several formals af once, if is easier fo dick here. 

B Click on fhe sfyle name fo foggle fhe formaf on and off. 


Character Formats 
pStyle- 


A □ Bold 

□ Italic B 

□ Underline 

□ Small Caps 

□ Outline 

□ Shadouj 



Cancel 


rPositlon- 

(i) Normal 
O Superscript 
O Subscript 


^Font Name: 


Chicago 1^ 

9 < 

> 

New York 

■ 

10 " 


Geneua 


12 1 


Monaco 

Q. 

14 < 

a 


Font 

Size: 


C Available fonfs—scroll fo see fhe enfire lisf. 


[ 2 ] Choose a font; click the OK button. 


To change the 
font size: 


You can make your characters larger or smaller with the Formats com¬ 
mand. For example, you might want to make the title of a document 
larger. In Word, character size is measured in points and picas (the stan¬ 
dard measure for typesetters and printers). A pica is equal to 1/6 of an 
inch. A point is equal to 1/12 of a pica, or 1/72 of an inch. 
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[T] Choose the Formats command on the Character menu. 


The right side of the list box ehowe 
QizQQ available with each font 
Aq you move from font to font 
QizeQ available will change. 

Click fo QelecI a size . , . OR 


Character Formats 
Style- 


□ Bold 

□ Italic 

□ Underline 

□ Small Caps 

□ Outline 

□ Shadouj 


t 


OK 


3 


[ Cancel 


rPosition - - - - 
^ Normal 
O Superscript 
0 Subscript 


Font Name: 


Chicago |0 

9 

A 

Font 

Nem York | 

10 


Size: 

Geneua 

12 




IH 

Monaco 

» 1.1 

II 



. . . type here to cpecify a font Qize. 



In the lower part of the dialog box a list box displays the names and 
sizes of the fonts available with the system on the Word master disk. 


13] To the right of the list box is a text box labeled “Font Size:” You can 
specify any size in this box. If you specify a size that is not available 
for a particular font, Word produces the size as closely as possible. 
(The results may look ragged.) 


[4] Select any other formats you wish to change; then click the OK 
button. 


Any character formatting that has been applied to the selection is reflect¬ 
ed in the Formats dialog box. For example, if your selection is New York 
Bold, the Bold box will be checked, and New York will be selected in the 
list box. 
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However, if your text selection contains two or more different formats, all 
“Style” check boxes will be gray. The style of the characters in the selec¬ 
tion will not be affected when you click OK, unless you click one of the 
styles on or off. 


i File Edit Search 


Character 


Paragraph Document 


charformat 


FREPARING A 


PREPARING 


pj^EPAj^m" 


SBB 


PREPARING A 


PR£PAPJ>TC A HOM 

PREPflRIHG R P 

PREPARin 

O 


Character Formats 
pStyle- 


iBold 
H Italic 
m Underline 
H Small Caps 
ii Outline 
S Shodoui 
>■ 



Cancel 


Position- 

O Normal 
O Superscript 
O Subscript 


Font Name; 


Chicago <j 


o 

Neui Vork 



Geneua 



Monaco ^ 


o 


Font 

Size: 




To UIBKC several The Formats command lets you make several changes all in one step. 

changes at once: 
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Click fo Qclecl 
the formsi 
(an X appearQ 
in fhe box). 

Click again fo 
remove fhe 
formal. 


Character Formats 
pStyle- 


^ Bold 

□ Italic 

0 Underline 
^ Small Caps 

□ Outline 

□ Shadoiu 


c 


OK 


Y 


Cancel 


Position- 

($ Normal 
0 Superscript 
O Subscript 


Font Name: 



Chicago 0 



Neiu York _ 

. >2 



Geneua 





:i 



Font 

Size: 




Selecf new fonfc and 
font QizeQ from fhe 
liQf box . . . 



Click OK when 
you have 
choQen all your 
formafQ. 


... or fype fhe si^e 
in fhe Fonf Qi^e: 
fexf box. 


If there are fonts on your copy of the Word disk that you never use, you 
can delete them or move them to another disk. See “Appendix C, Disk 
Space and Memory,” for more information. 

If you are working with several fonts and sizes, and the Word program 
seems to run slowly, you can use the “Screen Draft” option of the Prefer¬ 
ences command to make the program run faster. “Screen Draft” affects 
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characters in large font sizes only. It draws those characters on the 
screen with less precision, but does not affect the printed document. 


Choose fhe Preferences commend from fhe Edif menu. 
Click ' 'Screen Dreft.' ’ Then dick OK. 


Preferences / (r 


pMeasure -i 



® Inch 

1 f Cancel 


OCm. 

I - 


OP10 

Q] Screen Draft 


OP12 

^ Display as Printed 


0 Points 



To copy character You can also copy the formats of characters to other characters. (This ap- 

formatS* plies to font and font size as well. ) 

Q] Select the text that you want to format. 

[1] Position the mouse pointer on the text that already has the desired 
format. 

[3 Hold down the Option and Command keys and press the mouse but¬ 
ton. When you release the mouse button and the keys, the selected 
text looks like the formatted text. 
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To emphasize 
characters as 
you type: 


ThiQ formai (14poini Bold) . . . 

\ ... waQ copied fo fhe selection using the mouse. 

^ i fire Edit Search Character P^agraph Document 



Changing Characters With the Keyboard 

You can change the format of characters with key combinations, as an al¬ 
ternative to using the Character menu commands. This is useful if you are 
entering text and want to keep your hands on the keyboard. 




When you are ready to change the character format, press the desired 
key sequence. 

Type the text you want to emphasize. 
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To change 
the font: 


To get this format,,, 
Font Size 


Superscript 

Subscript 

Italic 

Bold 

Underline 
Shadow 
Outline 
Small Caps 
Plain text 


Press these keys: 

Command-Shift- < makes text 
the next font size smaller. 

Command-Shift- > makes text 
the next font size larger. 

Command-Shift-= (equal sign) 

Command-Shift-( hyphen ) 

Command-Shift-I 

Command-Shift-B 

Command-Shift-U 

Command-Shift-S 

Command-Shift-D 

Command-Shift-K 

Command-Shift-spacebar 


Pressing Command-Shift-spacebar does not affect the font. 

For a complete list of formatting keys, see “Appendix A, Key Sequences.” 

[■] Press Command-Shift-E, then a number: 

0 = Chicago 

1 = New York 

2 = Geneva 

3 = Monaco 

4 = Dover 

5 = Dover PS 


Fonts available on the Word disk may var^u 
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Formatting Paragraphs 


You are familiar with paragraphs—blocks of text set apart from the text 
before and after by a line space or by a first line indent. In Word, a para¬ 
graph consists of the characters you type and the formatting you assign 
before you press the Return key, plus the paragraph mark inserted by the 
Return key. 

The paragraph mark is normally invisible. You can select, delete, copy, or 
display it by choosing the Show H command from the Edit menu. 

A paragraph can be as long or as short as you want. For example, the title 
of your document is usually a paragraph. Start a new paragraph when you 
want to; 

■ Make a paragraph break in the text 

■ Create a heading for your document 

■ Split a paragraph in two 

■ Change the alignment, line spacing, or indentation of part of the 
document 

■ Change your tab settings in part of the document 
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To brc^k a \J] Move the insertion point to where you want to break the paragraph, 

paragraph into [ 2 ] press the Return key. 

two: 

The Show ^ command on the £dif menu wac used fo display fhe ^ 
charader. (This siep is opHonaL) 


The Return key was pressed here. 


!□ 


= me\iio2 = 



concentr?te-on major consideratioiTC Loose door knobs and sticking 
drawers or doors can distract the bijVer as Vv^ell 

You should pay special attention to the\itchen when preparing the 
home for sale Shining ovens, ranges, arAappliances will catch the 
buyer’s eye and make a good impression H 

iKeepingthe counters andsinkclearedand-neatmakesthe kitchen- 
look spacious.'Colorful curtains inharmony with the counter tops and 
floors add appeal as well.^ 

bathrooms that sparkle can be a real plus You should check and 
double-check them ^ 

bedrooms are important focal points You will find it worth the effort 
to keep them neatly arranged ^ 


O 


fO 


fage 1 

sn 






Q 


This fexi became a separate paragraph. 


To join two 
paragraphs: 


Q] You may find it easier if you display the paragraph mark, although it is 
not required. To display the paragraph mark, choose the Show H com¬ 
mand from the Edit menu. 



Select the paragraph mark of the first paragraph. Choose Clear from 
the Edit menu or use the Backspace key to delete it. (Use the Cut 
command if you want to delete to the Clipboard.) 


OR 
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Place the insertion point at the first line of the second paragraph, and 
backspace. (Backspace twice if you used the Return key to open 
space between the paragraphs.) 


The ^ iQ delefed fo join peregraphe. 




memo2 


concentrate on major considerations Loose dc^r knobs and sticking 
drawers or doors can distract the buyer as w^l 

Youshouldpayspecialattentiontothekitctfrenwtienpreparingthe- 
homeforsale.-Shiningovens/ranges/andyppliances-will-catchti'ie- 
buyer'seyeandmakea-goodimpression.-peepingthecountersand- 
sink cleared and neatmakes the kitchen look spacious. Colorful- 
curtains in harmony with the counter tops and floors add appeal • as 
well If 

Bathrooms that sparkle can be a real plus You should check and 
double-check them^ 

Bedrooms are important focal points You will find it worth the e'T^'irt 
to keep them neatly arranged H 

Closets look larger when clothes are properly hung and shoes, hats, 


Page I |<^ 
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Paragraph formatting is saved with your document. Paragraph formatting 
is also kept when you copy or move your formatted text to another loca¬ 
tion, as long as you move or copy the paragraph mark with the text. 

Margins are part of the page format, and can be changed with the Page 
Setup command in the File menu. See Chapter 9, “Printing Documents” 
for more information; also see “Appendix B, Preset Options and Formats.” 


The Paragraph Menu Commands 

The Paragraph menu commands give you more control and flexibility in 
designing your documents. The Paragraph menu commands control line 
spacing, indentation, alignment of text, and tabs. 

The Paragraph menu gives you three ways of formatting. When you want 
to change the alignment or line spacing of a paragraph quickly, choose a 
command from the menu. If you want to change indentation, or make 
several changes at once, use the Formats command. You can also change 
indents and tabs on the ruler, which appears at the top of the screen 
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when you choose the Formats command (or the Show Ruler command on 
the Edit menu). 

Whenever you use a command on the Paragraph menu, make sure the 
insertion point or selection is in the paragraph (or paragraphs) you want 
to change. 

See “Setting Tabs” in this chapter for more information on how to set tabs 
and use the ruler. 


When you pull 
down the 
Paragraph 
menu: 


A Normal resfores left alignneeni and single spacing, 
ft doesn V affec! tabs. 

B These commands affect alignment of text on the margins. 


File Edit Search Character 

pars 



basements, and garages are in 
unnecessary clutter ^//tuch may have 
value or storage and utility space^ 
Attics, basements, and garages are in 
unnecessary clutter v/hich may have 
value of storage and utility space 
Attics, basements, and garages are in 
unnecessary clutter wtiich may have 
value of storage and utility space 
Attics, basements, and garages are irt 
unnecessary clutter wtneh may have 
value of storage and utility space 
0 


Paragraph t 


Normal /\ 


‘Document 



✓Left 5 
Centered 
Right 
Justified 

. C . 

✓Single Space 
Double Space 
Open Space 

■■. V . 

Formats... 


Tabs... 




By removing 
wll display ttie full 

By removing 
will display the full 

Bv removing 
cvnil display the full 

By removing 
"vs^ll display the full 


10 


lO- 



mmmmamam 


meammm 




a 


C These commands affect spacing between lines and paragraphs, 

[? Formats controls indentation, as weft as alignment and line spacing, 
A ruler is displayed when you choose Formats. 

F Tabs allows you to set tab stops. 
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To change 
paragraph 
alignment: 


@ Choose one of these commands from the menu: You can also use the 
Formats command on the Paragraph menu to change alignment. 

When you select two or more paragraphs that do not have the same 
formats, a check does not appear on the menu; when you choose the 
Formats command, none of the formats are reflected in the dialog 
box. 


A The Norme! commend recforec left elignmeni, 

B The Left command aligns a paragraph flush left on fhe margin. 
C The Cenieredcommandceniers ihe paragraph. 



paraformats 



A Ar R 

■ bdr.ernents. and garages are important features By removing 

unnecessary clutter which may have accurnulated. you will display the full 
value of storage and utility space 

Q ed.tics, basements, and garages are important features By removing 
unnecessary clutter which may have accumulated, you ’vvill display the full 

value of steerage and utility space 

p Attics, t asements, and garages are imp'^rtant features By removing I 
unnecessary clutter which may have accurnuiaTed. ^^ou will display the full 

value of ct:)rage and uhlity space j 

p Attics, basements, and garages are important features By removing j 
unnecessary clutter wTiich may have accumulated, you vnW display the full! 
value of storage and utility space 
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Page 1 



P The Righi command aligns fhe paragraph flush rig hi on fhe margin. 

£ The Jusiified command jusiifies fhe paragraph by adjusting spaces 
so fhai fhe iexi fills the tine to both margins. 
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To change line ® choose one of the following commands to change line spacing: 

Spacing: 


Qingle Spsce reQforeQ your 
p^rsgrsph fo Qingle epecing. Uee fh/Q 
commend fo go beck io Qingle Qpecing 
wUhou! loQing your indeniQ. 


[?ouble Qpece edde en exfre Qpece 
befween eecH line in fhe peregreph. 


Filrf Edit Search Chara^er 


Paragraph! 


Document 


iDi 


pare Normal 


Athcs/basements, and g^ges are irr 
unnecessary clutter wh^ may have 
value ot storage and i^lity space 

Attics, basements,>and garages are in. 
unnecessary clutter which may have 
value of storage and utility space 


✓Left 
Centered 
Right 
Justified 



✓Single Space 
Double Space 
✓Open Space 


By removing 
I will display the full 


O 


By removing 
1 will display the full 


Attics, basements, and garages are in 


Formats... 
Tabs... 96T 


; Bv removing 

■ 

v/ill display tl 

le full 


By removing 


unnecessary clutter v/hich may have accumulated, you will display the full 
value of storage and utility space 
o 





^Open Qpece edde e line Qpece ebove fhe peregreph confeining fhe Qefecfion 
or inQcrfion poinf. 


You can use the Formats command to set single, double, and open spac¬ 
ing; to specify space before or after a paragraph; and to set a fixed line 
height. 
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To indent: 


m Select the text you want to indent. 

[T| Choose the Formats command from the Paragraph menu. You will 
see this dialog box: 


i File Edit Seorch Character Poragraph Document 

Untitled 


1 


ji 


J2 


J3 


J± 


i5 


Bedrooms are important focal points The seller wll find it v/orth the ■i^ffort 
to keep them neatly arranged _ __ 


ClC'sets look laraor when clothes 3re properly hune an<J shc«s, hats, and other 


articles are all m place 


Stair’-z^ays cleared of objocts and obstacles make it easier for prospects to 
tour the ho fyia - 


Attics, bas^ 
unnecessar 
full value < 

Schedule Si 
Its best. 
o 


Paragraph Formats 


Left Indent: 
First Line: 
Right Indent: 


0'1 A 

Line Spacing: 

auto 

0" B 

Space Before: 

I li 

0" C 

Space After: 

0 li^ 




Cancel 


(i) Left O Right 
O Centered O Justified 


n Keep LUith nent SI 
□ Keep lines together 


the 


?d at 


4 Type a number fo indent text from the left margin. 

B Type a number fo indent the firet tine of the paragraph 
from the left margin. 

C Type a number to indent text from the right margin. 
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(3 You can indent the first line of the paragraph in two ways: 


Click and drag 

fhe indeni marker wiih ihe mouse . . . OR . . . iype the posiiion here. 


r 



Edit Search Character Paragraph ^ iocument 


I 


E 


Untitled 

US 



-MB.-irrTTvrj- 


s 




Be'Ji are important focal p';>mta Tin 
tx> keep them neatly arrangeci 


or Cv'ill find it vcorth tdie eifoit 


Closets look larger vrtien clothes are prot.>erly hung and shoes, hats, and other 
articles are aii in place 


Stairv/ays floated of objects and obsj^cles make it easier for prosp)ects tC'- 
tour the 


Attics, bas« 
unnecesi.." 
full value 

Schedule s: 


Poiyograph Formats 


Left Indent: 
First Line: 
Right Indent: 


0" 


^ Line Spacing: 

auto 

0.4" 

Space Before: 

\ li 

0" 

Space After: 

0 li 



Cancel 


Its best Pt 

(DLeft 0 Right 


□ Keep with neut SI 



0 Centered 0 Justified 


□ Keep lines together 



the 


<i at 
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When you click the OK button, your indents are set. 
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You can indent text from the left margin or from the right margin the 
same way by dragging the triangular markers instead. 


You can also set indents on the ruler with the Show Ruler command on 
the Edit menu. See the section below on “Using the Ruler to Indent” for 
information on displaying and working with the ruler. 


Word uses inches as the preset unit of measure. If you occasionally want 
to use another unit of measure (centimeters, points, ten pitch, or twelve 
pitch), use the Formats command and type the number and the unit in the 
text box for left, right, or first line indent. If you want to change the unit 
for every measurement in your documents, use the Preferences command 
on the Edit menu. See “A Note About Measurements” below for informa¬ 
tion on changing the preset unit of measure. 
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To change line 

m 

spacing with 

0 

Formats: 

0 


Select the text that you want to change the spacing for. 
Choose Formats from the Paragraph menu. 

Choose any of these spacing options: 


/4 ' '/Ic/fo'' mesfiQ fhaf WordadjuQiQ Qpacing befwQen fines aufomafically. 
Type a number if you wanf fo specify a fixed fine heighf. 

B fnseris extra space above a paragraph. 




Left Indent: 

0" 

Line Spacing: 

auto/? 

([ OK 

First Line: 

O' 

Space Before: 

0(li 

f - V 

Cancel 

Right Indent: 

0" 

Space Rfter: 

C 

_ 4 


(gLeft O Right 
O Centered O Justified 


D □ Keep uiith newt ®fl 
E □ Keep lines together 


C Inserts extra space below a paragraph. 

[? Click to keep selected paragraph plus the following 
paragraph together on a psge. 

E Click to keep selected lines together on a page. 


[3 Click the OK button. 


If you don’t specify a unit of measure, Word uses inches for indents and 
lines for line spacing. Word adjusts line height automatically. You can 
specify a fixed line height in the “Line Spacing:’’ text box. See “A Note 
About Measurements” below for more information. 

Use the “Keep lines together” option when you have two or more lines 
that you want to keep together on a page. Use the “Keep with next H” 
option when you have two or more paragraphs that you want to keep 
together on a page—for example, a table with the text explaining it, or 
questions with answers. 
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To change from one 
format to another: 


To copy paragraph 
formats: 


® Choose Normal from the Paragraph menu to restore text to single 
Spaced, left aligned, unjustified, with no indents. 

OR 

Choose Formats from the Paragraph menu. 


Type your chengee fo indeniQ and spacing in ihe fexi boxes 


P/fragraph Formatv 


Left Indent: 

o« / 

Line Spac ing: 

auto 

First Line: 

0" 

Space Before: 

0 li 

Right indent: 

0" 

Space Hfter: 

0 If 



OK 



Click OK. 


Cancel 


(§) Left O Right 
O Centered O Justified 

' -t". 

Click any of the alignment buttons. 


□ Keep ujith next ^ 

□ Keep lines together 


You can also copy the formatting of one paragraph to another paragraph. 

H] Make sure the paragraph you want to format contains the insertion 
point; or select the paragraph you want to format. 

[ 2 ] Position the mouse in the selection bar next to the paragraph that al¬ 
ready has the desired formatting. 

[3 Hold down the Option and Command keys while clicking the mouse 
button. 

S] Release the keys and the mouse button. The selected text will look 
like the formatted text. 
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Using the Ruler to Indent 

You can also use the ruler to set indents for your text. The left and right 
indent markers are the triangles at the left and right ends of the ruler. 
(The left indent marker is partially obscured by the first line indent 
marker.) 

To display the ruler: choose one of these commands: 

■ The Formats command from the Paragraph menu. 

■ The Show Ruler command from the Edit menu. 


RuIqp 



Indenf markers 


tetter2 


J3 



Mr John Smith, ]r 
1419 13 thE 
Bellevue WA 98004 

Dear Mr Sinithi 

Thank you for listing your home with Murphy 5< Allen We hop-e that you 
will find ttiis a pleasant and profitable exi^erience 

There are many simple, inexpensive things you can do to enhance me 
appearance and the worth of your home Here is a list of suggestions that we 
have found helpful m making sure a hc-me is at its best during shov/mgs 

First impressions are important You should keep the lawn trimmed 
and edged, cultivate flower beds, and remove all refuse or clutter 
from the yard, sidewalk and porches 


Page I 




o 


a 
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To set or change 
indents: 


[T] Select the text you wish to indent or change. 
[y| Display the ruler as described above. 


Left indent marker 


Firef Line indent marker 


Click and drag indent markers with the mouse. 

Right indent marker 



Mr Jonfi SrrMi, ]r 
1419 E 
Bellevue, WA 9B004 

Dear Mr Smith 


Thank you for listing your hom^ vnth Murphy & Allon. We hop e 
ou will find tliis a Dloooont and profitoblo 053>orionce. 


t 


There are many simple, inejqpensive things you can do to enhance the 
•ippearance and the worth ol your home. Here is a list of suggestions tha t we 
liave found helpful in malcine sure a home is at its; best dunn? showings 


First impressions are important You should keep the lawn trimmed 
and edged, cultivate flower beds, and remove all refuse or clutter 
from the yard, sidewalk and porches 
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/n this example, the Show Ruler command was used. 


0 Click on one or both of the triangular indent markers at the left and 
right ends of the ruler, and drag them to the desired position. (If you 
are using the Formats command, the position in inches is reflected in 
the dialog box.) 

[T] Drag the small square marker to change the first line indent. 


When you release the mouse button, your indents are set. You can use 
this technique for moving them again. 
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You also use the ruler to set tabs. For details, see the section in this 
chapter on “Setting Tabs.” 

Formatting Paragraphs With the Keyboard 

You can also use the keyboard to change paragraph spacing and alignment, 
as an alternative to choosing commands from the menu. 


To change the 
format as 
you type: 


Q] After pressing the Return key, press the desired key sequence. 
[2 Type the text of the paragraph. 


If you apply these formats to a paragraph that you have already typed, 
make sure the selection or insertion point is in the paragraph. 

To get this format ... Press these keys: 

Erase paragraph formats Command-Shift-P (normal) 


Left aligned 
Right aligned 


Command-Shift-L 


Command-Shift-R 



Justified 


Centered 


Command-Shift-C 


Command-Shift-J 


Open space 


Command-Shift-O 


Indent first line .5 


Command-Shift-F 


For a complete list of paragraph formatting keys, see “Appendix A, 
Key Sequences.” 



H Ck 


Formatting Your Work 


nest 

aragraphs: 


You can also “nest” paragraphs—that is, indent them one-half inch from 
the previous paragraph, no matter what the indent of the previous para¬ 
graph is. You might do this to indent several paragraphs by increasing 
amounts, or if you want to set only one paragraph apart for emphasis 
without changing any other indents. 


PreQQ Commsnd-Qhift-n fo ' neQi'' fhese paragraphs. 


paraformats2 


Bedims are important focal points The seller will find it worth the effort 
to ke\p them neatly arranged. 


Closets look larger Vvlien clothes are Dro-'-'” ‘"‘■ 

M'ld other articles are all in place _ 




al:e it easier for 


\ 


Ctairv/ays cleared of objects and obstacles 
tC' tour the home 


Attics, basements, and garages are important features. By removing 
^unnecessary clutter which may have accumulated, the seller will display the 
full value of storage and utility space. 

Schedule showings that are convenient so that the home will be presented at 
its best Personal and family privacy should be respected, 
o 


Pagel jQlH 




-i'i 
















il]zl 

11 


tjfi: 




o 


32 


Presc Command-Shift-m io reverse nesting. 
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To create a You can create a hanging indent as well. The selected line or lines, usual- 

hailgillg indent: beginning of the paragraph, will extend further to the left than 

the rest of the paragraph. 


“ — -——--^ 


1 

bedrooms aro impoTtant f<xal points Th^ seller will find it wortfj the effort 
tC' keep ttiern neaUy arranged 

Closets look larger ^vVt.en cp.^tties are prc^perly hung and shoes, hats, 
and other artists are all in place 

i Stairways cleared of objecK and olotaclAc make it easier for prosp’ects 

to tour the home 

AtUcs, baserrients, and garages are imp(>! tant features by removing 
unnecessary clutter which may have accumulated thf=‘ seller will display the 
full value of storage and utility space 

' [Schedule showings that are convenient so that the home will be presented at 
/ its best. Personal and family privacy should be respected 

' / 

9 

n 

'rC 

v 

Pa(;. ■ / <>LJ 

a 


Commsnd-Qhift-f to indeni all bui ihe firs! line of the paragraph. 
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A Note About Measurements 

When you are specifying a measurement for indentation or line spacing, it 
is a good idea to specify the unit of measure you want aLso. Word as¬ 
sumes that horizontal measurements (for indents) will be in inches; and 
vertical measurements (line spacing) will be in lines. 

You can change the preset horizontal unit of measure with the Prefer¬ 
ences command from the Edit menu. 

Word adjusts line spacing automatically for you. A line is usually 12 
points in height (1 point = 1/72 inch); but if the line contains text that is 
14 points high, Word automatically adds the extra space above the line. 
Most of the time this will be convenient for you. 

You may want to specify fixed spacing for a line, however. Choose the 
Formats command; then type the measurement and unit of measure in the 
“Line Spacing:” text box. 

You can also specify extra space before and after a paragraph using the 
“Space Before:” and “Space After:” text boxes. Space between paragraphs 
is the sum of the space before one paragraph and the space after the pre¬ 
vious paragraph. Keep this in mind when you change spacing with the 
Formats command. 
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To change the 
preset 

unit of measure: 


[T] Choose the Preferences command from the Edit menu. You will see 
this dialog box: 


Presei unit of measure 


CenfimeferQ^ 



references 
Measure -i 
Inch 
MS Cm. 

)P10 
P12 
Points 



.creen Draft 
0 Display as Printed 


(I! 72 inch j 


Click for lower 
qualify, faster 

display. 



Click to select any of these units of measure. Then click the OK 
button. 


The preset units of measure for Formats and Tabs (on the Paragraph 
menu), for Division Layout on the Document menu, and for Page Setup on 
the File menu will be changed to the new unit. Measurements you 
specify will be displayed in the new unit of measure. Word saves the 
Preferences settings from one session to the next and will apply the set¬ 
tings to all documents. 
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Setting Tabs 


You can easily set tabs for lists or tables with Word. You display the ruler 
with the Tabs command on the Paragraph menu, or the Show Ruler com¬ 
mand on the Edit menu. Then you click with the mouse at the position 
on the ruler where you want to set the tab. This position is called the tab 
stop. 

You can set one tab—or as many as you want. You can choose the kind 
of tab you want: 

■ Left aligned, right aligned, centered, or aligned on the decimal 

■ Blank, period, hyphen, or underline as leader character. The leader 
character fills the area between text and tab stops. 


When you display the ruler, you see up to 6 inches of text. Indents and 
tab stops appear just below the inch marks. Tab stops are preset at every 
half-inch; preset tab stops do not appear on the ruler. Tab stops that you 
set override the preset tab stops. 

If you want to see existing tab stops for text in your document, select the 
text first, then display the ruler. 


Tsb QfopQ 



Address 

Ovtmer 

Phone No. 

Listed ■ 


■I^OOO l6th Ave 

O.W.Foot& 

666-1010 

2/14/64 

400 S.W 2ria St 

Alice Brev; 

222-3335 

2/25/64 

10101 C31T St 

George Grew 

122-7777 

3/30/64 

353 Arro\vw<:>od 

Art Amherst 

555-1212 

4/2/64 1 

OO Arizona Blvd. 

Ann Murphy 

600-6060 

3/5/641 
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To set tab stops: 


[T| If you are applying tabs to text already in the document, select the 
text. 



Choose the Tabs command from the Paragraph menu. You will see 
the ruler and the Tabs dialog box. 


Toxf iQ cenfered 
on fab Qfop.. 

Texf aligns 
flush righf 
on fab sfop: 


Texf aligns flush 
left on fab sfop. 


9mpfy space 
befween fexf 
and fab sfops. 



^ignment 

i (•) Left 
^0 Center 
O Right 
^ O Decimal 


f 


Decimal poinfs 
align on fab 
sfop. 



Solid line befween 
fexf and fab sfops. 


Line of periods 
befween fexf 
•and fab sfops. 

Hyphens 
befween fexf 
■and fab sfops. 


[3 You can choose the sort of tab you want, and the leader character you 
want to fill in between tabs. 
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[T| Move the mouse pointer into the ruler, on the line below the inch 
marks. Click where you want to set the tab stops. You can set as 
many as you want. 


Click fo sei isb dope on fhe ruler . . 

i File Edit Search Character Paragraph Document 


5-1 list 


lO 1 li 

J2 

15 1 14 

15 

r 




Address 

Owner 

Phone No 

Listed 

'■tOOO If'th Av$ 

0 W. Foote 

665*1010 

2/14/64 

“iOO S.W 2nci St 

Alice Brev/ 

222-5333 

2 / 25/.31 

10101 Carr St 

George Grew 

1^2*/t77 

3/30/.64 

"'.53 Arrovwood 

Art Amherst 

555-1212 

4/2/64 1 

C'd Arisona Blvd. 

Ann Murphy 

aoo-sooo 

3/5/641 



Tabs 


pfllignment - 
i 'J'Left 
i 0 Center 
; 0 Right 
i 0 Decimal 


^Leader-, 
(9) Blank 

O. 


r "i 




OK 




fj 


ancel 


Position: 









or fype e number here. 


Click the OK button. Your tabs are set; just press the Tab key as you 
type to align your text on the tab stops. 


You can also use the Show Ruler command on the Edit menu to display 
the ruler and to set tabs as described above. If you are using the Show 
Ruler command, your tabs are set as soon as you click in the ruler. 

If you want to set tab stops using units other than inches, choose the Tabs 
command and follow the procedure above, but do not click on the ruler. 
Instead, type the number and unit in the text box labeled “Position:” then 
click OK. Repeat for each tab stop you want to set. 
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If you want sonic of your tabs to have a different alignment or leader char¬ 
acter, just choose the Tabs command. Make sure the tab stop in the “Posi¬ 
tion” text box corresponds to the tab you want to be different. Make 
your changes; set any additional tabs with the new alignment or leader. 
Then click the OK button. 


To set multiple 
tab stops: 


Select the text. 

Choose Tabs or Show Ruler. 

Click on the positions where you want to set tab stops. 


4 F*(e Edit Search Character Paragraph Docume 


5 1 list 


1Q_ 


III 
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To insert tabs in 
unaligned text: 


Q] Set your tab stops on the ruler as described above. 

[7] Click at each item in the document text that you want aligned on a 
tab stop, and press the Tab key. Repeat for every' item you want to 
align on tabs. 


Keep in mind that Word treats tabs as characters. If you press the Tab 
key while text is selected, the tab will replace the selected text. 























































Formatting Your Work 


To move tab stops 
on the ruler: 


If your document already contains tabs, and you want to change them, 
move the tab stops on the ruler. 

[T] Select the text to be realigned on the new tabs. 

[ 2 ] Choose Tabs from the Paragraph menu (or the Show Ruler command). 
The ruler appears showing the tab stops you set for the selected text 
earlier. 

0 Click and drag the tab stops to the new positions. 


Drag iab marker fo newpoQif ion . . . 

i File Edit Search 


. . . and dick OK. 


aracter Paragraph Document 
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-Alignment _ 
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pleader 
® Blank 
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Cancel 
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fhe fexf box refledc fhe newpoQiiion. 
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You can have any number of tables in a document with different tab set¬ 
tings. You select the block of text that you wish tabs to apply to, and set 
the tabs. Then select another block of text and set different tabs for that 
section. 


This line was no! selecled—if aligns on the previous iab. 

^ i /File Edit Search Character Paragraph Document 

lo 
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Qelecfed iQxf aligns on new feb Qfop. 
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Formatting Your Work 


To delete tab stops: 


Q] Choose Tabs from the Paragraph menu (or Show Ruler from the Edit 
menu). 

|T| Move the mouse pointer into the ruler, and drag the tab stops from 
the ruler into the text area. When you release the mouse button, the 
tab stops will disappear. 


Drag fab Qfop down from ruler io delele. 


r , 

% File Edit Search Character Paragraph Document 
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The Show Ruler command wac uced for fhiQ example. 



















8 Working With 

Complex Documents 


This chapter tells you how to create longer, more complex documents 
with varying layouts, footnotes, and running heads (“headers” and 
“footers”). Word lets you vary the format in parts of your document by 
creating “divisions” within it. You can have automatically numbered pages, 
or any sort of page number format you want. Word also sets up footnotes 
and running heads in just a few easy steps. And you can position these 
elements of your document almost anywhere you want. 

In. this chapter: ■ Parts of a document: an overview 

■ Divisions 


■ Footnotes 

■ Running heads 
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Parts of a Document: 
An Overview 


A document consists of text and any emphasis (format) you assign to that 

text. A document can be any size, one word long or fifty pages long. A 

document can also have one format, or many. 

¥ 

When you format any part of your text. Word makes your design part of 
the document. You won’t see the special codes on the screen; you see 
the result. Word saves formatting information with the document. 

Word has certain preset formats. Some of them are shown in the figure 
below. Most of the time the preset formats will be satisfactory^ for your 
documents. But you can change them whenever you wish. See “Appen¬ 
dix B, Preset Options and Formats,” for a complete list of preset formats 
and options. 
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Complex Documents 


Running Hesd 
Af fop, odd Sr even pegee 
. 75" from fop ofpsge 
,5" from teff 



Psge numberQ: Aufomsfic numbering, 
Arebic numbers 
7.25" from leff 
.75" from fop of page 
ConfinuouQ numbering 


Paragraph: 
Single spaced 
Leff aligned 


No indenf 


Tabs every 
.5'' (leff aligned) 


> Page Sefup: 
Leffer size: 

by U") 


Prinfed lengfhwise 

Margins: 

I" fop 

Sr boffom, 

!.25" left & righf 


Foofnofes: Aufomafically numbered foofnofes 
Foofnofes on same page 
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When you work with long or complex documents, you can use the Docu¬ 
ment menu commands to create footnotes and running heads and to con¬ 
trol page layout. 
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If you want to.., _ Use this comman d: 

Specify a type of page number Division Layout 

Position page numbers 

Position running heads 

Position footnotes 

Vary format within a document 

Print text in more than one column 


Create footnotes 

Footnote 

Create running heads 

Running Head 


Repaginate a document that was Repaginate 

printed then edited again 
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Margins 

Margins are the minimum amount of space between the edges of the pa¬ 
per and where the text begins (not including any indents you may speci¬ 
fy). In addition to the top, bottom, and side margins, you can specify a 
gutter margin to allow extra space for binding on the left side of odd 
pages and the right side of even pages. 

If you want to change the preset margins, use the Page Setup command on 
the File menu. Changes to margins affect text only, and not the positions 
of running heads and automatic page numbers. 

See Chapter 9, “Printing Documents” for more information about margins. 
Also see the Page Setup command in Chapter 11, “Commands.” 








Complex Documents 


Divisions 


A division consists of pages that have a single design or layout. Most 
documents you write will have only one division—that is, one format 
throughout the document. But occasionally you may have sections of 
your document that require very different page formats. For example, you 
may want your index to look different from the main portion of your 
document. When you want to change any part of your page layout, you 
should begin a new division. 

In most cases, starting or changing a division does not affect what you see 
on your screen, except that you see a line of colons where the new divi¬ 
sion begins. 

A division can be one page long, or as many pages long as you like. You 
can have as many divisions as you want in a document. Create a new divi¬ 
sion when you want to: 


■ Change the page number style (to Roman numerals, for instance) 

■ Change the position of the page number 

■ Change the page numbering sequence 

■ Change the arrangement or size of columns on a page 

■ Change the position of a running head 

■ Change footnote numbering, or placement of the footnote 

■ Change the way the division breaks the page 
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For example, if you want to change the position of the page number for 
the entire document, you do not need to create a new division. But if 
you want to put the page number at the top of the page for the first five 
pages of the document, and on the bottom for the remaining ten pages, 
you should start a new division. 

A division break usually starts a new page, unless you specify otherwise in 
the “Break” section of the Division Layout command on the Document 
menu. 

When you change any of the settings for a division, make sure the selec¬ 
tion or insertion point is in that division. 
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To create a 
division: 


[T] Select the location where the new division will start. 

[ 2 ] Hold down the Command key and press the Enter key. A line of 

colons appears across your page on the screen. This marks the end of 
the old division. Any text that appears (or that you type) below the 
division mark will be in the new di\ ision. 


PiviQion msrk 


!□ 


setting 


home It IS designed to help you become aware of the factcirs you 
consider in settling on a price and in dealing witfi buyers The discussi-n i 
very general, please feel free to call us if you have any questions or 
concerns. 

We hope this will be a pleasant and profitable expenenc^for you and your 
family Thank you for your confidence m us, we are happy to assist you in 
the sale of your home, 


• Appraising a Home 

The sale of a home represents; 
liquidation of a maior asset for 
most people It implies that some 
other significant change has taken 
place, or will take place--a 10 b 

arig.f^r Ar 

PI D1 



Page /, PMeion /. This refleds ihepoQiiion of fhe ineeriion point or 
selection. 




The division mark stores the division formats for the text before it. The 
division mark can be copied, cut, and pasted like any other character. 

You can also create a division mark by choosing the Division Layout com¬ 
mand. When you click OK, Word inserts the division mark at the inser¬ 
tion point. 




























Complex Documents 


To number pages 
automatically: 


Page Numbering 

With Word you control the page numbering you want, and where the 
page numbers will appear. You can the page numbering sequence 
from division to division, if you wish. 

You need to specify^ that Word automatically number pages as it prints, 
otherwise Word will not print page numbers. When you print or 
repaginate, the page numbers in the page status area of the window reflect 
the correct pagination. 


OiuissQn fayout 
^Rreak—— 


O Continuous 
O Column 


Page 
C Odd 

O Euen 


-Page Number Format 
(?) Numeric 
O Roman (upper) 

O Roman (loaier) 

0 fllphabetic (upper) 
O fllphabetic (loiiier) 


OK 


[ Cancel 

ooinoi^5 Appear — 
® On Same Page 
O flt End of Diuision 


Page Numbering; 



Start Pat,- 


Running Head Position; 
From Top: 

From Bottom: 


0.75 


0.*^5 


Number of Columns: 
Column Spacing; 


0.5 


Choose Division Leyoui. 


Click ' Aufo Pege Numbering)' 


fhen dick OK. 
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To choose page If you do not want automatically numbered pages, you can specify the 

format: number you want—numeric, Roman, or alphabetic—with the 

Division Layout command. 

[0 Choose the Division Layout command from the Document menu. 

[ 2 ] Click “Auto Page Numbering.” 

[3 Click one of the options in “Page Number Format,” 


• • • * 


PreQei formsi: 1,2,3,4. . . 

i H, m, /(/. . . 

4 a, iif, /V. . . 

A, B,C, [?.. . 

3 , b, c, d. . . 



O Continuous 
0 Column 
(•) Page 
OOdd 

O Eoen 


NunUrer Fori 
im^ic 

lo^n (wtfer) 
imwKffoiuer) 
tabetic (upper) 
Alphabetic (loiuer) 


(-Footnotes Appear 
(i) On Same Page 
O At End of Diuision 


H fluto Page Numbering: 


From Top: 0.75 


From Left: 7.25' 


Start Page Numbers At: 


Running Head Position: 
From Top: 

From Bottom: 

Number of Columns: 
Column Spacing: 


0.75 


0.75" 


0.5" 


El Click the OK button. 


Page numbers displayed in the lower left corner of the window are always 
numeric, no matter what page number format you choose. 














































Complex Documents 


To change page 
number position: 


® Choose the Division Layout command. 


Dtuision Layout 


Break- 

O Continuous 
O C olumn 
(•) Paqe 
OOdd 

O Coen 


pPage Number Format 
® Numeric 
O Roman (upper) 

O Roman (louter) 

O RIphabetic (upper) 
O RIphabetic (loujer) 


ll 

Cancel 

pFootnotes Appear — 
(i) On Same Page 
O fit End of Diuision 


^ Ruto Page Numbering: 
From Top: 

From Left: 

Start Page Numbers Rt: 


0 . 75 ”^ 
7 . 25 " C 


Running Head Position: 
From Top: 

From Bottom: 

Number of Columns: 
Column Spacing; 


0.7S 

0.75 

1 

0.5 ' 


A If you w3nf QufomsHc psge 
numbering, dick here, 

B Type e number fo epecify a 
poQifion from fhe fop edge 
offhe page . . . 


C ... or from fhe left edge of fhe 
page . . . 

D , . . Ihen dick OK. 


To change page 

numbering 

sequence: 


Make sure that you do not position the page number and the running 
head in the same place. Otherwise, Word prints the running head and 
does not print the page number. See the section on “Running Heads” in 
this chapter for details on embedding a page number in the running head. 

Word assumes the unit to be inches, unless you specify otherwise by typ¬ 
ing a different unit of measure, or by changing the unit of measure with 
the Preferences command. 

Word assumes that page numbering will be continuous. You can change 
this setting to start at any page number you want at the division break. 
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To print your 
document in 
columns: 


Diuision Layout 


breaK -, 

0 Continuous 

> 

pKage (Numoer lormat^ 
(•) Numer ic 

0 Column 


0 Roman lupper) 

(•) Page 


0 Roman (loiuer) 

0 Odd 


0 flipbabetic (upper) 

OFoen 

1 

0 RIphabetic Homer ) 


£ 


Footnotes fippear 


"•) On Same Page 
Rt End of Diuisioii 


^ fluto Page Numbering: 


From Top: 
From Left: 


0 . 75 " 


7 . 25 " 


Running Head Position: 
From Top: 

From Bottom: 


0.75 


0 . 75 ' 


Start Page Numbers fit: 


Number of Columns: 1 
Column Spacing: 


0 . 5 " 


Choose Division Layoui. 

Type fhe page number fhai will sfari (he new division here 

. . . fhen dick OK, 


Printing in Columns 

Most documents are printed in one column that extends the entire width 
of the page. (In Word, this is the preset format.) Occasionally, you may 
want to print your document in two columns—for example, you can 
create and format a two-column brochure. To print a document in two or 
more columns, you can use the Division Layout command. 

When you change the layout to print more than one column, your text ap¬ 
pears on the screen in one narrow column only. Line breaks will be accu¬ 
rate, but you will need to scroll to see the rest of the text. Word does 
not display column breaks. When you print the document, it will be 
printed in the number of columns you specified. (You may find that 
Word takes longer to print in a multi-column format.) 




Use the “Number of Columns:” text box to specifs' the number of 
columns vou want. 

Type a measurement in the “Column Spacing:” text box to specify the 
space between columns. 























































Complex Documents 


Diufsion Layout 
^Break- 


O Continuous 
O Column 
(•J Page 

OOdrf 
O Euen 


pPage Number Format—, 
($} Numeric 
O Roman (upper) 

O Roman (lomer) 

O RIphabetIc (upper) 

O RIphabetic (lomer) 


-Footnotes Appear 
On Same Page 
O Rt Fnd of Oiuision 


□ fluio Page Numbering: 
From Top: 

From Left: 


0 . 75 ’' 


7 . 25 " 


Start Page Numbers Rt: 


Running Head Position: 
From Top: 

From Bottoi..: 

Number of Columns; 
Column Spacing: 




ChooQe Division Layouf, ihen type fhe number 
of columns you wanf on fhe page. 

Specify space befween columns . . . fhen dick OK. 


Preparing a Home for Sale 

You can understand that showing a 
home to its best advantage makes 
the buyer want to purchase 
quickly and at a better price. Here 
are some tested tips to set the 
stage for a profitable and early 
sale. 

First impressions are important. 
You should keep the lawn trimmed 
and edged, cultivate flower beds, 
and remove all refuse or clutter 
from the yard, sidewalk, and 
porches. 

Fix up inside. Badly faded walls or 
worn woodwork reduce appeal. 
Seleaive painting will help you 
add a fresh took. Qean windows 
and unmarred walls will create a 
bright, cheery appearance. 


the buyer's eye and make a good 
impression, keeping the counters 
and sink cleared and neat makes 
the kitchen look spacious. Colorful 
curtains in harmony with the 
counter tops and floors add appeal 
as well. 

Bathrooms that sparkle can be a 
real plus. You should check and 
double-check them. 

Bedrooms are important focal 
points. You will find it worth the 
effort to keep them neatly 
arranged. 

Gosets look larger when clothes 
are properly hung and shoes, hats, 
and other articles are aU in place. 

Stairways cleared of objects and 
obstacles make it easier for 
prospects to tour the home. 
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More on Division Layout 

There are three other sections in the Division Layout command: “Break”, 
“Footnotes Appear” and “Running Head Position.” 

See the next section in this chapter, “Footnotes,” for details on specifying 
where footnotes will appear. See the section in this chapter on “Running 
Heads” for information about specifying running head position. 

The “Break” options change the way page breaks occur when you start a 
new division. The preset option is “Page”; this will probably be the best 
choice for most of your work. “Page” starts a new division format on the 
next page, and the division mark forces a page break (the start of a new 
page). 

The “Odd” and “Even” options also start a new page with each new divi¬ 
sion. The “Odd” option starts printing on the next odd-numbered page; 
the “Even” option starts on the next even page. In either case, you may 
get a blank page. If you choose automatic page numbering, page numbers 
will be printed on the blank page. 

Use the “Column” option in multi-column documents when you want the 
new division to start the next column. So if your division break occurs in 
the second column. Word goes to the next page; if the division occurs in 
the first column, the new format begins with the second column on the 
page. 

The “Continuous” option causes the old format to continue until the top 
of the next page; in this case, the division does not break the page. 



Complex Documents 


To change how 
the division 
will break pages: 


The “Break” options change the way page breaks occur when you 
start a new division. 

Q] Choose the Division Layout command. 

[ 2 ] Choose one of the options under “Break:” 


A Old diviQion forma! conHnues unfi! the nexipage after the divieion mark. 
Then ihe format for the new divie/on takes effect. 

B In a multi-column document, the division mark ends the column. 

The new division format starts with the next column. 

C Usually, Word starts a new page at the division mark. 


Diuision Layout 

pBreak- 

AO Continuous 
Bo Column 
CfS) Page 
PO Odd 
fOluen 

I 


pPage Number Fotmat—. 
(•) Numeric 
0 Roman (upper) 

O Roman (louder) 

O fllphabetic (upper) 

0 fllphabetic (louier) 


Cancel 


pFootnotes flppear- 
(•) On Same Page 
O flt Fnd of Diuision 


□ fluto Page Numbering: 


Running Head Position: 


From Top: 

0.75' 

\ 


From Top: 

0.75 ■ 

From Left: 

?.25‘' 


From Bottom: 

0.75" 

Start Page Numbers Rt: 



Number of Columns: 

1 





Column Spacing; 

0.5" 


P The division mark breaks the page, and the new format starts on the 
next odd-numbered page. 

(ft skips a page if the last page of the ' old'' division is odd-numbered.) 

E The division mark breaks the page and the new format starts on the 
next even-numbered page. 


S Click the OK button. 
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Footnotes 


To create a 
footnote: 


If your document requires footnotes, you can create and number them 
with the Footnote command. You position the footnotes with the Divi¬ 
sion Layout command. Both commands are on the Document menu. 

You can let Word number footnotes for you automatically, or you can 
specify a footnote reference mark instead of a number. (The footnote 
reference mark appears in your document text to indicate the correspond¬ 
ing footnote text.) The footnote reference mark can be anything you 
like—a letter, symbol, or phrase up to ten characters long. (If you change 
the format of your footnote number or reference text in the document 
text, this change will not be reflected in the footnote window.) 

The footnote text appears in the footnote window. The footnote window 
is actually a window split, but it differs in some ways. The footnote win¬ 
dow split is created differently, and its position in relation to the rest of 
the document is determined in the Division Layout command. 

Footnotes can appear on the same page as the reference mark, or at the 
end of your division. If you have more than one division in your docu¬ 
ment, they can appear at the end of each division. 

The footnote can be as long as you wish, and can contain any number of 
paragraphs. You can scroll in the footnote window and edit the footnote 
text. 

Q] Place the insertion point immediately after the text that the footnote 
will refer to. 






Complex Documents 



Choose the Footnote command from the Document menu. 


i File Edit Search Character Paragraph 


Document 


tdKlau* 



Exclusive use of a part .jf your home means U'lat you must use a specific part 
of your home solely for conducting your business or in 'onnection ycur 
employment If vou use Pdit. of vour home as vour business c ffice and als- 
for personal p 


L_- 


^ fluto-numbered Reference 



or 


Footnote Reference Mark: 


Cancel 



//you don f wdnf su/oms/icsHy numbered fooino/ee, en/er cherecfer(Q) for 
the fooino/e reference mer/c here. 
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[3] “Auto-numbered Reference” is the preset option. To change this, type 
your footnote reference mark in the text box. 


4] Click the OK button. The footnote window opens at the bottom of 
the screen and becomes the active window. 
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[3 Type the footnote. There is no limit to the size of the footnote text. 


Aufomsfic foofnofe numberQ ^re smaller fhan documenf fexf snd 
QuperQcripfed. 


File Edit Search Character Paragraph Document 


!□ 


tanlauf 


E^rlusive use of a part of your home means that you must ijc;e a specifn: part 
of/your home solely for conducting your business or in conn^tion witti your 
employment If you use part of your home as your business ^fice and also 
fir personal purposes, you have not met the exclusive use test i 
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1 According to Publication 567, the taxp>ayer s use of the home office must b^ 
both regular and exclusive 


V 

■ 

ii* 


O 



Indicdfes you sre in the foofnofe window. 


When you finish typing the footnote text, move the insertion point back 
into the document window and continue your work. The footnote win- 
dow remains on the screen until you close it. 



































Complex Documents 


To open the 

footnote 

window: 


You can go into the footnote window to edit the footnote without creat¬ 
ing a new entry, 

@ Press the Shift key while you click and drag the split bar down the 
window. When you release the mouse button, the Footnote window 
appears. 



taKlaui 


Exclusive use of a part of your home means Uiat you must use a specific part 
of your home solely for conducting your business or in connection witti ypur 
employment If you use part of your home as your business office and al^o 

for personal purposes, you have not miet tlie exclusive use test ^ 
o 


PrQQQ fhe Shift key, and dick and drag the split bar 
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To close the 

footnote 

window; 


r 

# File Edit Search Character Paragraph Document 



a:-: 


1 


Exclusive use of a part of your home means that you must use . speru 'C 
of your home solely lor conducting your business or in connection v/ith y-^ar 
ernploym.ent If you use part of your home as your business office and alS‘C= I 
for pelsonal purposes., y^u nave not met the exclusive use test ^ 


both] regular and exclusive 
o 



Click and drag fhe sp/H bar to fhe boffom ofihe screen. The foolnole window 
disappears. 
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To expand the 
footnote window: 


To Qxpand fhe fooinofe window, drag fhe splif bar foward fhe fop. 


i File Edit Searcn Character Paragraph Ootument 

taKiau) 



Exclusive use ol s - A V '.ir hoiT;-. rn-^aru. rha^. y'i: r.vi'"- sse a spef'ifr' pai 
of V'-ui: f- u ■ -hd'i Uny '^ ■ur husineS: -r \ii ■■‘•riiie'tivii witli vcur 

i * _ / f 

empl<..'yrnent If you use par* of your home ss y.'ajt tusiness offrce ani dlsu 

for personal purp--ses you have not met the exclusive ns^- ie‘-i ^ 
o 


■j -I T _ 



1 According to Publication 567, the taxpayer s use of the home office must be 
both regular and exclusive 
o 


iw 



To specify 

footnote 

position: 


Use the Division Layout command to specify where you want to position 
footnotes. Word places your footnotes on the same page as the footnote 
reference mark. You can change this and place footnotes at the end of the 
document, or at the end of the division if there is more than one division. 
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Using Word 


To delete a 
footnote: 


Choose Division Leyoui. 

Click here fo position footnotes. 


Click OK. 



Djuision Layout 
^Break- 


O Continuous 
O Column 
(•) Page 
0 Odd 
O Ei-ien 


pPage Number Format 
Numer ic 

O Roman (upper J 
O Roman (lomer) 

O Rlphabetic (upper) 
0 Alphabetic (lomer ) 


Cancel 


Footnotes Appear — 
® On Some Page 
0 nt End of Diuision 


□ fluto Page Numbering: 
From Top: 

From Left: 


0 . 5 " 


7.25 


Start Page Numbers fit: 


Running Head Position: 
From Top: 

From Bottom: 

Number of Columns: 
Column Spacing: 


0.5 


0 . 75 ’ 


0.5 


See the “Divisions” section of this chapter for more information on the 
Division Layout command. 

® Delete the reference number or reference mark in the document text. 
References around it will be automatically adjusted if you have num¬ 
bered footnotes. 


Note You cannot delete a footnote completely by deleting the 

text in the footnote window. The text will disappear, but 
the last paragraph mark for the footnote reference text 
can’t be deleted. You must always delete the number or 
reference mark in the document text. 











































Complex Documents 


To insert the 

footnote 

glossary: 


The reserved glossary name “footnote” can be used if you accidentally 
delete an automatic footnote number in the footnote v^indow. 


Q] Type footnote at the location in the footnote window where you need 
to insert the footnote number. 



Expand the glossary by holding down the Command key while press¬ 
ing the Backspace key. Word inserts the correct footnote number. 


If you delete a footnote reference number in the document text, you can 
reinsert the footnote reference number and Word will automatically adjust 
the surrounding footnote numbers. 

See Chapter 6, “Editing With Word,” for more information about using 
glossaries. 



Using Word 


Running Heads 


A running head is text that appears at the top (“header”) or at the bottom 
(“footer”) of your page. Running heads can appear on even pages only, 
odd pages only, or on all pages. 

Use the Running Head command on the Document menu to: 

■ Set text apart as a running head. 

■ Choose whether you want the running head at the top of the page or 
at the bottom of the page. 

■ Specify whether you want running heads on even pages, on odd pages, 
or on the first page of the document (or division). Running heads are 
preset to appear on both even and odd pages, but not on the first 
page of a division. 
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Use the Division Layout command to position the running head at the top 
or bottom of the page. Running heads are preset to print three quarters 
of an inch from the top edge of the paper and three quarters of an inch 
from the bottom edge of the paper. 





Complex Documents 


To create a 

running 

head: 




Type the text for the running head. The running head text can be as 
long as you want. Pressing the Return key ends the running head. 

Select the running head text. 


File Edit SedKh Chafdctet Paragraph 

selling 


Document 


Introduction 



We at Murphy & Allen 
home It IS designed v 
consider in settling on 
very general, please fe 
cor^:ei ns 


Running Head 


rOexurs on 



OK 


W’e hope ttns will be a 
family Thank you for 
the sale of your home 


Appraising a Home 


Appraising a Home 


Cancel 


H Odd Pages 
0 Euen Pages 
□ First Page 


rPosition—I 
® Top 
O Bottom 


you in selling your 
ctors you need 
The discussion is 
uestions or 


for you and your 
py to assist you in 



//fhe running hesdis psrf of fhe documenf fexi (a chapfer HHe, for 
insfancaj, iype fhe fexf again, or copy if. 
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Using Word 


[1] Choose the Running Head command from the Document menu. 
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Specify whether you went running heedc 
at the top or bottom of the page . . . 


File Edit Search Character Paragraph 


Document 


selling 


Introduction 


We at Murphy h Allen 
home It IS designed t< 
consider in settling on 
very general., please fe 
concerns 

We hope this ’^11 be a 
family Thank you for 
the sale of your home 


•raisins a Hoir^ 


Appraising a Home 


*4 4_ _ t ^ 


Running Head 



rOccurs on 


^ Odd Pages 
^ Euen Pages 
□ First Page 


C ancel 
ition-^ 


i-Position 
® Top 
O Bottom 


yo/in selling your 
> you need to 
The discussion is 
uestions or 


? for yC)U and your 
py to assist you in 




The sale of a home represents liquidation of a maior asset for most people 

PTdI kbrniHt;otyo;:- [,-t;;;:-o-UvutoocOu;:;::u//-.Cy::;■-1:.:;:;|0 



or on even, oddpagee, or both; and on the firct page of the division. 







































































Complex Documents 



Click the OK button. 




selling 


Introduction 

We at Murphy & Allen hope ttiat thus brochure vtiII help you in selling your 
home It IS designed to help you become aware of thie factors you need to 
consider in settling on a price and in dealing witii buyers The discussion is 
very general,, please feel free to call us if you have any questions or 
concerns 

We hope ttiis will be a pleasant and profitable exp^enence for you and your 
family Thank you for your confidence in us, we are happy to assist you in 
the sale of your home 


.ppraising a Home 

Tl^ sale of a home represents liquidation of a major asset for most people 

pTOT S' 


K> 




The running head symbol « appears in ihe documeni 
nexi io ihe running headiexi. 


When you print the document, the running head text is placed on the 
pages you specified. 

If you want to end a line within the running head, or add a line space 
within the running head, press the Shift-Return keys. This “new line” key 
sequence ends the line without ending the running head. 
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To specily running 
head position: 


You can have running heads at the top (“headers”) or at the bottom of the 
page (“footers”). Whether they appear at top or bottom is specified in the 
Running Head command. 

The “Running Head Position” section of the Division Layout dialog box 
controls the position of running heads in relation to the top and bottom 
edge of the page. 


Choose division Leyouf. 
Specify e position from the top 
or the bottom of the pege. 

Click OK. 


Diuisionb^yout 
^Break — 

O Continuous^ 
O Column 
® Page 
OOdd 
O Coen 


pPage Number Format—, 
^ Numeric 
O Roman (upper! 
CTRoman dourer) 

0 RIphdbettc (upper) 

0 filpbausdic (louierl 



pCancel ! 

,_Pootnotes Rppear-, 

® On Same Page ; 

O Rt End of Diuision 


□ fluto Page Numbering: 
From Top: 

From Left: 


0.75 


7.25' 


Start Page Numbers Rt: 


Jtunning Head Position: 

From Top: [o.75" 


From Bottom: [o.75' 

Number of Cofumns: 

Column Spacing: 


0.5 


Running heads print one-half inch from the left and right edges of the 
page. 


To change this position, use the Formats command on the Paragraph 
menu, and indent the running heads as you w ould any other paragraph. 
See Chapter 7, “Formatting Your Work” for more information about para¬ 
graph formatting; and see below for the procedure on indenting running 
heads. 


Note If you position running heads less than one-half inch from 

the left or right side of the page, your printer may cut off 
part of the running head. 






















































Complex Documents 


To delete a 
running head: 


If you want to print the running head on the first page, the running head 
text must be the first thing in that document or division. 

[T| Select the running head text in the document. 

Delete the running head by pressing the Backspace key; or move it to 
the Clipboard by choosing the Cut command. 


To edit a 
running head: 


® Change the running head text in the document as described in the 
“Editing With Word” chapter. 


To change a 
running head back 
to normal text: 


Q] Choose the Running Head command. 

[T] The boxes next to “Odd Pages” and “Even Pages” are selected as the 
preset option, and the “First Page” box is blank. If you have not 
changed this yet, click next to “Odd Pages” and “Even Pages,” so that 
all three boxes are blank. This specifies that the running head is to 
appear on none of the pages. 

\J\ Click the OK button. 


To embed a page 
number in a 
running head: 


You can also embed page numbers in running heads, by using the “page” 
glossary. The “page” glossal*}^ is a page number place holder that is ex¬ 
panded automatically when the document is printed. You can use this 
glossary in running head text to place a page number in a running head, 
without having to type the actual number in the text. See Chapter 6, 
“Editing With Word,” for more information on using glossaries. 





Type page in your running head text at the location you want to 
reserve for the page number. 

Expand the glossary entry by pressing Command-Backspace. The 
word (page) appears in the running head text in the document. 

Format and position your running head as usual; when you print, the 
(page) will be replaced with the page number. 
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selling 


Introduction 


We at Murphv Allen Lni'" Pr-"hnre v^nll m e^liin: v a. : 

home M IS 'leoicnf^d help-' yc^: dOAre .M tiie idct-r: you ner-d o. 

consider in s^tUing n a pri o and iii -lealing vaiti: Payers The dis. j.suun is 
very general pT-‘jfeel fr^^- U' all u: if you have any questron:. :: 
concern:' 

We hope thus ’^vill be a pleasant and profitable e>q:>erience for you anc* yoc: 
family Thank you for your confidence m us we are happy to assist you in 
thie sale of your home 


Appraising a Home (page)]' 

i 

Appraising a Home 


..ir sale of a home repTesents liquidatioiTsT a rnai:.r asset for most people ^ 


PI Dt 


T? 






The ' pege' ’ gloQQery will be repleced with e pege number when you prin! 
fhe document 


If you don’t expand the “page” glossary^ immediately after typing it, you 
can select it later and expand it. 

To indent running Running head position is not affected by the left and right page margins, 

heads* Running heads are preset to print one-half inch from the left edge of the 

page. 

Use the Formats command on the Paragraph menu to indent the running 
head from the left side of the page, as you would any other paragraph. 

Q] Select the running head text. 

[2 Choose the Formats command from the Paragraph menu. 

\J} Indent the running head by typing the position in the text boxes; or 
by dragging the markers on the ruler. 

13 Click the OK button. When your document is printed, your running 
heads will be indented. 










































Complex Documents 



This running head was indenfedone inch from fhe led. 


To alternate 
running head 
position: 


Remember that the ruler shows only six inches of text; if you position 
your running head at the right side of the page, you may need to scroll 
the document horizontally to look at it on the screen. 

You can use this method to alternate the position of the running head— 
that is, to make the running head appear on the right side of odd num¬ 
bered pages and on the left side of even numbered pages. 





If the text for the running head will be the same for both left and 
right pages, copy the running head text so that it appears twice, if the 
text will be different (for example, book title on left pages and 
chapter on right pages), type the text for each running head. 

Format the two running heads separately, using the Running Head 
command. Specify that one running head appear on odd pages; specify' 
that the other appear on even pages. 

Use the Formats command from the Paragraph menu to align the run¬ 
ning head flush right for odd pages. The other running head is 
aligned ttush left automatically, unless you want to indent it (with the 
Formats command). 





9 Printing Documents 



In this chapter: 


First, install your printer according to the instructions in Macintosh and in 
your printer guide. You should be familiar with the general instructions 
for printing as described in these two manuals. 

■ Using the Print Command 

■ Setting Up Pages 

■ Pagination 

■ Printing Form Documents 


If you are using a daisywheel printer, see “Appendix E, Daisywheel 
Printers.” If you are using an Apple Writer or laser printer, the dialog 
boxes may differ slightly from those that appear in this manual. 










Using Word 


Using the Print Command 


When you print, yon can specify how many copies and what pages to 
print; what sort of paper to use; and print quality. 

The preset options for printing are: 

■ Standard quality (screen quality print) 

■ All pages in document printed 

■ One copy of document printed 

■ Continuous form paper 


To print a 
document: 




If you want to change any of the preset page dimensions (such as 
margins or paper size), choose the Page Setup command and make 
your changes. See the section below^ on “Setting Up Pages.” 

(Choose the Print command from the File menu. Note that there are 
some preset options. 


4 H/gh qualify print (qIow) [? Prints all pages in document 

(preset) 

B Preset option: Screen quality 

(faster) E & F Click to print part of document 

—‘then specify page range. 

C Text only, one size, plain text 
plus bold and underline (fastest) 


Quality: 40 High 

Page Range: D% Rll 
Copies: G 1 


standar d C Q Draft 

from: II ^o:F 


Ir 


Paper Feed: Continuous O Cut Sheet 


/ -\ 

OK 


/ -^\ 

Cancel 

_j 


G Specify how many copies / Single sheets of paper 

toprint. 

H Standard printer paper 


13 If you w ant to change any of these options, do so. 
[T| (dick OK. The document will start to print. 




























Printing Documents 


To interrupt 
printing: 

To reprint: 


You may find that saving your document before you print will speed the 
process. This is particularly true if you make a lot of formatting changes 
to your document. 

@ Press the Command key and type a period. 

This stops printing completely. 


Word prints your documents with the settings you used the last time you 
printed. You need not set the Print command options each time you 
print, unless you wish to change the settings. 
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Setting Up Pages 


When you choose the Page Setup command, you will note that certain 
page options are already set: 

■ Letter-size page (8 1/2 by 11 inches) 

■ Printed lengthwise down the sheet 

■ Margins are one inch at top and bottom, and one and one-quarter inch 
on the left and right sides. 


/4 wide, I high 

B wide, 14^^ high 


E TextpriniQ lengihwiee 
down ihe page. 

F Prinis pictures in proportion. 


C European standard, 

wide, / /high 

D 8^/4 ' wide, 12'' high 


G Prints across the width oh the 
page—the length of paper is 
used for the width of the 
document. 


Paper: US Letter Letter 

B O us Legal Z?0 International Fanfold 
Orientation: /^(i)Tall FQlaW Adjusted 50 ILiide 

Margins: 


//OK 


Cancel 


Top: 

U 

Left: 

1.25' 

Gutter: 

O' 

Bottom: 

1 " 

Right: 

1.25" 




H Click OK when you have chosen your formats. 


































Printing Documents 


To specify margins 
for your document: 


H] Choose the Page Setup command from the File menu. 

[U The margin settings are in the lower part of the dialog box. Type a 
number or numbers in the text boxes. Specify a unit after the 
number if you do not want inches. 

0 Click the OK button. 


Paper: (i) US Letter 

0fl4 Letter 

- 

OK 

OUS Legal 

0 International Fanfold 


Orientation: (i^Tall 

OTall Adjusted OliUde 

Concel 

k— 


A Margins: 


Top: 

1 " 

Left: 

1.25" 

Gutter: 

0" B 

Bottom: 

j: 1 

Right: 

1.25" 




A Type e number-^ WordesQumee inchee, untees you specify otherwise. 

B Specify extra space on right margin of even pages, left margin 
of odd pages, for binding. 


The “Paper” and “Orientation” settings at the top of the dialog box are 
remembered from one session to the next. You need not change them 
each time you print. 

The margin settings are saved with your document. These settings can 
differ from document to document when you print. 
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Pagination 


You do not need to worry about pagination most of the time. Word 
breaks pages (ends one page and starts the next) for you automatically. 
Word also has “widow” and “orphan” control so that a single line in a 
paragraph is not printed at the top or bottom of a page. 

To end a page: You can tell Word where to end the page if you want to do so. 

Q] Select where you wish the page break to occur. 

13 Press the Shift-Enter keys. 


To keep lines or 

paragraphs 

together: 


You can specift' that certain lines and paragraphs be kept together on a 
page. Use the “Keep lines together” and “Keep with next H” options in the 
Formats command on the Paragraph menu. See Chapter 7 on “Formatting 
Your Work” for details. 


Paragraph Formats 


Left Indent: 

mm 

Line Spacing: 

auto 

t OK i 

First Line: 

0 

Spate Before: 

0 h 

Cancel 1 

Right Indent: 

0 

Space flftef 

0 li 

i _ 

k_/ 


®Left O Right 
T'Centered O Justified 



Keep mith neKt St 
Keep lines together 


Click io keep Qelecfed lines 
fogeHier on e pege. 


Click fo keep peregrephs 
fogefher on a page. 


You can specify what kind of page number you want, where you want 
page numbers to appear, and whether you want page numbering to be 
continuous or to restart at each division. Use the Division Layout com¬ 
mand to control page numbers. See Chapter 8, “Working With Complex 
Documents,” for details about using the Division Layout command. 












































Printing Documents 


To repaginate: 


Use the Repaginate command on the Document menu to repaginate docu- 
ments you have already printed. This is particularly useful if you have 
made editing changes since you last printed, and need to see how your 
page breaks are affected. 


@ (Choose the Repaginate command from the Document menu. 


The document you are editing is repaginated. Page breaks appear as equal 
signs ( = ) on the left edge of the document. (Changes in pagination will 
appear when you print. 


You can also choose Repaginate to see page breaks in a document that has 
not been printed. 


Repaginate will not change a page break inserted by pressing Shift-Enter. 
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Printing Form Documents 


When you want to produce many documents that will be very similar, you 
can always do so by creating many slightly different versions and printing 
them one at a time. But you will find this time consuming and tedious. 

The easier way is to create a “form document” and use the Print Merge 
command to automatically print all the different versions. A form docu¬ 
ment can be: 

■ A form letter that is customized to the recipient—for example, the 
person’s name and address can appear in the letter. 

■ A main document that contains text that is inserted only if a certain 
condition is true. 

■ A merge document that compiles data from other documents (person¬ 
nel records, perhaps) or from other programs (like ASCII merge docu¬ 
ments from Microsoft File). 


You can also use Print Merge to insert entire documents into a main docu¬ 
ment, then print them in sequence, without having to choose the Print 
command over and over. 

To create a form To produce a form letter, first create two documents, then combine them. 

letter: 

■ The main document contains the “standard” text. This text remains 
the same for all copies of the document. 

■ The merge document contains the text that varies from one copy of 
the form document to the next. 








Printing Documents 


The mein documeni end merge documenf 
ere combined fo produce form documenf q. 


Mein documenf 


mrinieTier- lOD A'u 

[nkDQii% 3i ^Qllsiaa ^9€iQ(l®(re 

119S0 I6lh Avi E^Seatlle, WA QB112 

t.DaTa lOtddtd 

.dullnam^- 
1 .address. 

[>ear ^n&rrie. 

Tharik you for fesp^ndiri^ to jur advertJseiTierit in ttie newspaper f .r a 

Hp^s]Tjorj 

(ilF fntjerview = ye^. Wt- would like tC' disi ijs= this ["'Sitjorj with y-u 
fufthei Please sail our sesreiary Ms fsjfje^ iv v.hedule an iriterview ^.ELCE 
The posiTj^n y. .i; ip pile j f. i ha' t»een filled However we will keep your 
resume ,.rj fiW ! r ny rrm^h If any positr n op^n. tTia* matches your 
Qualifications wiLJiUi that tiiiw we will coiiLacl vou .. . 

*u 

p«9*' ^ id 

Si 



Prinf 

Merge 


Flic 

Ntiu 

»N 

Open... 

XD 

Close 

SUf 

Save 

«$ 

Save Rs... 


Page Setup... 

XP 

Print... 




Kenri-Ui Watvon, 7^*uu 1 ]^LrJ NE 

WA Mr Watsufi :ofj&ulUrjt| 

Mr |ohn Quiet, N 43nd 

tellevue Wa <5$003 Mr Quiet, window washer 

John Keeley £200 SW 

Kirkland WA Mr Kretey rnaintenari<e engtrit-^i 

Ms Charlotte W Narh 

Seattle WA 9ft 122. Ms Nash wc^rd prtxessifig operator 

Mr Bryan Dilkington, 100 11th W 

Seattle WA 9ft 10 I Mr Dilkinyforj freelance artist 

o 






Merge documenf 




Form documenfs 







































Using Word 


See “Creating a Main Document” and “Creating a Merge Document” below 
for directions on creating these two documents. 


Creating a Main Document 

You edit and format the main document like any other Word document. 
The main document is different in that it contains special fields and in¬ 
structions where Word inserts information while printing. 


A “field” represents one item of information or data. The field name is 
usually a general category, such as “name,” “address,” or “salary.” An 
“instruction” tells Word to insert information in a specific way—typical in¬ 
structions are ASK, INCLUDE, and IF...ENDIF. 


When the document is printed, Word replaces the field names with infor¬ 
mation from the merge document. The inserted text has the same charac¬ 
ter formats as the field name it replaces. For example, if the field name 
«acidress» appears in your main document, the address will be italic when 
you print the document. 




Main document 


Special merge characters 














































Printing Documents 


To create a main 
document: 


Q] The DATA instruction must be the first instruction in your main docu¬ 
ment. This instruction tells Word the name of the merge document 
to open for information. For example, the instruction «DATA 
jobdata» inserts data from the “jobdata” document. 

|T| Type the main document text. Type field names at the places where 
you want to insert text from the merge document. Surround each 
field name with a set of special merge characters—for example, 

«address», (These special characters are international quotation 
marks, not angle brackets.) Fiold down the Option key and press the 
Backslash (\) key to get the first « and press Shift-Option-Backslash to 
get the second ». 


Instructions appear in this manual in capital letters for emphasis; you can 
use any combination of capital and lowercase letters in an instruction. 

You can have up to 256 fields; each field name can be up to 64 characters 
long. As long as the DATA instruction is first, you can put the field names 
and instructions in any order you like in the main document. You do not 
have to include all the information that is in the merge document; you can 
choose to include only those fields you want in the main document. 

You can also use a header document name in addition to the merge 
document name in the DATA instruction. See the Print Merge command 
in Chapter 11, “Commands,” for details. 

For a complete list of the instructions you can use in a main document, 
see “Instructions” below. 


Creating a Merge Document 

The merge document contains the information or data that you want to 
merge into the main document. You can use Word to create a merge 
document; or vou can use unformatted ASCII documents from other 
Macintosh applications—Microsoft File, for instance. 

A merge document is made up of data records. Each data record contains 
the fields of text that are inserted to produce one version of your docu¬ 
ment. A data record in a payroll file might include this information for 
each person on the payroll: name, social security number, gross income, 
net income, and so on. You end a data record by pressing the Return key. 

The first data record is a special one, called a “header record.” This 
header record lists the field names. For example, a typical header record 
might read “name, address, phone, date of birth”. These categories will 
correspond to the field names in the main document. 
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To put commas in a 
field: 

To put quotes in a 
field: 

To prepare a merge 
document: 



Note that in the merge document you do not type special characters 
around fields. Instead, you separate them with commas or tabs. 


Merge documeni 


Header record and daia record order 
muQf maich in fhe merge documeni. 


Header record 



jobdata 


fullnarne, address, name, position 
Kennetli Watson, 7900 I Mtfi NE 
SeatUe WA 96103, Mr. Watson, consultant! _ 

Mr, John Quiet, 500 N. 42nd 
Bellevue WA 96003, Mr . Quiet, window washer _ 

John Keeley, 2200 SW 4th 
Kirkland WA 96033, Mr. Keeley, maintenance engineer, 
Ms, Charlotte W. Nash, Galer St 
SeatUe WA 96122, Ms Nash, word processing operator 
Mr, Bryan Dilkington, 100 11th W 
SeatUe WA 96101, Dilkington, freelance arUst 
o 


Daia records 



Page 1 |<Qi[ 








K> 




iii'i 




a 


Qeparaie fields wiih commas or iabs. 


@ Surround the entire field with quotation marks. For example, your 
data record might read: “John Smith, Jr.”, 1419 13th E, house, ^50000 

@ Surround the word(s) with double quotes and the field with quotes. 
For example, another data record might read: Mary Brew, 1820-18th 
Avenue, “““fixer-upper”””, «30000 

Q] Type the header record and press the Return key. The header record 
must be the first data record; it names the fields for all data records 
that follow. 






































Printing Documents 



Now type the rest of your data records. Fields should be separated 
with commas or tabs only. Type the fields in the same order in which 
they appear in the header record. Press the Return key to end each 
data record. 


Merge documenf—Show ^ wee used fo show symbols. 

Use Shift-Reiurn (new line) io end a line wifhouf ending fhe dafa record. 


jobdata 


fullname/ address, name/ position^lf 
Kenneth Watson/7900 114th NE*' 

Seattle- WA -96103/Mr. Watsori/consultarit}^ 

Mr.-john Quiet/500-N.-42nd* 

Bellevue • WA • 96003/ Mr. - Quiet/ window washer 
John Keeley/2200 SW-4th* 

Kirkland WA 96033/Mr. Kee]ey/maintenance-engineer<lf 
Ms,-Charlotte-W.-Nash/ 3400-Galer St* 

Seattle--WA- 96122/Ms.-Nash/word processing operator<1f 
Mr. Bryan Dilkington/ 100 11th V/* 

Seattle-WA 98101/Mr. Dilkingtori/freelance-artist^f 
o 


Press fhe Ref urn key fo end each dafa record. 


O 



Instructions 

You type instructions in the main document to tell Word how to handle 
or where to look for specific information. Instructions are also surround¬ 
ed by « special merge characters ». 

You can type instructions using any combination of capital and lowercase 
letters. 
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Examples 


Summary of Instructions 

DATA Tells Word in which document to find data. 

ASK Prompts you for the contents of a field. 

You can also specify the prompt. 

INCLUDE Inserts the text of the specified document 

in the main document. 


You can use this instruction to print several 
documents at one time. 

NEXT Tells Word to go to the next data record 

in the merge document. 

SET Sets the contents of the field equal to one 

value for all documents printed. 

You can also use this instruction to display 
a prompt every time it is encountered so you 
can type the information as each copy of the 
document is printing out. 


DATA 

If you type «DATA orders» at the beginning of your main document, this 
instruction tells Word to use the data document named “orders” to fill the 
data fields in the main document. The DATA instruction must always be 
the first instruction in the main document. 

ASK 

If you insert the instruction «ASK Interview=?Do we want to interview?» 
in your file, you will see this message at the point that the instruction is 
encountered: “Do we want to interview?” The first question mark after the 
equal sign is required; the second is part of the text for the prompt in this 
example. You would probably use this in combination with a conditional 
instruction. The response to the ASK statement usually corresponds to the 
information in the IF statement. See the conditional statements in the 
table below. 



Printing Documents 


/IS/C insfrucHon will display a prompt 
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INCLUDE 

If you type the instruction «INCLUDE brochure» in your main document, 
the entire “brochure” document will be inserted at the point where the 
instruction is encountered. 


The number of documents you can include this way is limited only by the 
amount of space left on your disk, because Word builds one large file, 
then prints it. 

NEXT 

This instruction tells Word to go immediately to the next data record in 
the merge document. For example, if you type «NEXT» between field 
names in your main document, you can print all the information in one 
form document, instead of one data record for each field in each docu¬ 
ment. 
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This example prints all the names and addresses from the merge docu¬ 
ment in one form document. 


«name» « address » 

«NEXT» 

« name » « address » 

«NEXT» 

« nam e » « address » 


Mar}^ Brew 1820 18th Av^e. 
John Smith, Jr. I4l9 13th E. 
Beth Clarke 11249 145th St. 


SET 

Use the SET instruction to insert the same information each time the field 
is encountered. If you type the instruction «SET date = March 1, 1984», 
Word will print the «date» as “March 1, 1984” in all your copies. 

You can also use the SET instruction to display a prompt at each oc¬ 
currence of the «date» field. For instance, «SET date = ?The date is:» 
displays the message: “The date is:” when the «date» field is encountered. 


You can use ihe SET inefruefion to dicplay a prompt. 



«SET datje=?V^hat Is the date'?» 
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Examples 


You can also insert conditional instructions. This means that Word prints 
the text only if a certain condition is true; or that Word prints one thing if 
the condition is true, and something else if the condition is not true. If 
your condition requires a response from you (instead of the condition 
matching a name or number, for instance), you will be asked whether the 
condition is true when you print. 

Conditional Instructions 

IF,..ENDIF Inserts text if the condition specified 

is met. You can also use the comparison 
operators > (greater than) and <; (less 
than) in this instruction. 

IF...ELSE...ENDIF Also inserts conditional text. If the 

condition specified is met, the text is 
inserted. Otherwise, another text 
entry that you specify is inserted. 

You can also use greater than or less 
than operators. 


Put quotes around the conditional item in the instruction. 

IF....ENDIF 

If you want to confirm a meeting with one (or more) persons, type; 

«IF name = “J.S. Clark”» I look forward to meeting 
with you on Thursday at 10:00 a.m. to discuss 
the contract. «ENDIF» 


When the name you specify is found in a data record, Word prints the 
message. «ENDIF» completes the conditional instruction. 

You can use SET or ASK to set a prompt, if you prefer that the IF state- 
ment be a response to a question. You can also use greater than or less 
than operators; for instance: 


«IF maximum account balance >• ‘‘50000”»We would 
like you to attend our office Christmas party on 
December 23, 1984.«ENDIF» 
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IF...ELSE...ENDIF 

In this example, if you respond with “yes” to the “attend meeting” prompt, 
Word prints the first sentence. If you respond with anything other than 
yes. Word prints the text that comes after the ELSE instruction. (Use SET 
or ASK to specify a prompt.) 

«1E attend meeting = “yes”» I look forw^ard to meeting 
with you to discuss our mutual interests. «ELSE» 1 regret 
that I cannot meet with you at that time. I will be happy 
to arrange a meeting at your convenience. «END1E» 

See the figure below for another example. 


' - job 



[ 



«IF Interview = "yes'’»We v;ould like to discuss, tfiis posiUon vntti you 
further Please call our secretary Ms Jones to schedule an interview «ELSE» 
The position you applied for has been filled Hovv^ever, we will keep your 
resume on file for six monUis. If any position opens that matches your 
qualifications v/itbnn that time, V7e VTill contact you «ENDIF>. 





For more details about the Print Merge command, see Chapter 11, “Com¬ 
mands,” in “ Word Reference.” 












































Printing Documents 


To print a form 
document: 


Merging the Documents 

When you have created both the main document and the merge docu¬ 
ment, you can start printing form documents using the Print Merge com¬ 
mand. The main document, the merge document, and any documents in¬ 
serted with the INCLUDE statement need to be on the same disk. 

Each field name in the main document must match a field name in the 
merge document. Or you can define a field by using a SET or ASK in¬ 
struction. 

|T| Open the main document. The main document window must be ac¬ 
tive when you start to print. 

[ 2 ] Open the merge document if you wish. If you do not open the merge 
document, Word goes to the disk for it. 


MergQ documeni 
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E 

Q 


Choose the Print Merge command from the File menu. A dialog box 
appears that is identical to the Print dialog box. Choose options just 
as you would to print any document. 

At this point, if you have inserted conditional instructions or prompts 
in the main document, you may be prompted to respond to questions. 
Fill in the text box below each question exactly as you are prompted. 

(dick OK in the Print Merge dialog box to start printing. 


To reprint part 
of the merge 
document: 


If you inserted conditional instructions or prompts, Word will stop and 
prompt you for each copy of the form document that you print. Printing 
continues until all information in the merge document has been combined 
with the main document. 

If you make a mistake in one of the data records, you probably do not 
want to reprint all of the data records in the merge document. 

|T| Correct the error in the data record. 

[ 2 ] Create a new (empty) merge document. 

E Copy and paste the corrected text into the new merge document. 

E Change the DATA statement in your main document so that it inserts 
the newly created merge document. 

E Use the Print Merge command as described above. 


You can use this technique to reprint any number of data records if you 
need to. 



10 Handling Documents 


This chapter explains how to get your documents from the disk and put 
them back using the Open, Save, and Save As commands on the File menu. 

In this chapter: ■ opening documents 

■ Saving documents 


For information on topics relating to disks and memoiy^ management, see 
“Appendix C, Disk Space and Memory.” 
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Opening Documents 


There are two ways to open an existing document. You can open the 
document from Word by using the Open command. Or you can open a 
document from the Finder by double-clicking on the icon for the docu¬ 
ment. This loads the Word program and the document at the same time. 

To open [0 Choose the Open command from the File menu. 

documents: 


The lisi box contains ihe names of all documents on the disk. 



If you make a mistake, or insert the wrong disk, press Cancel or Eject. 


[2 Click the name of the document you wish to open. 

[T| Click the Open button. Your document appears on the screen. 

OR 

Double-click on the document name in the list box to open it. 

You can also open a new, empty document window or open an existing 
document using the Finder. 
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To,,, 

Start Word and create 
a new document: 


Do this: 

Double click on 



Vord 


Start Word and open an 
existing document: 


Double-click on 




LETTER 


To open another 
document window: 


Q] Choose open from the File menu. 

[T| Click the document name in the list box. 

0 Click the Open button. 

OR 

Choose the Open command and double-click the document name in 
the list box. 
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To close a 
document 
window: 


To open a new, 
blank window: 


[U Choose Close from the File menu or click the close box to close the 
window on the screen. If there is more than one window on the 
screen, this closes the active window. 

[ 2 ] If there are unsaved changes in this window, you will see an alert box 
asking if you want to save the changes. 

If you click Yes, your document will be saved. If you are saving a 
new document, the Save As dialog box will appear. Type a name and 
click the Save button to save the changes. The window will be 
closed. 

Clicking No discards the changes in the window without saving. 

® Choose New from the File menu. A new untitled window document 
appears. Word will prompt you to name the document when you 
save it. 


To open a docu¬ 
ment on a 
different disk: 
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You can also use the Open command to open a document on another disk 
without returning to the Finder. 

D] Choose Open from the File menu. 

[ 2 ] Click the Eject button in the Open dialog box. 

[3 Insert the disk containing the document you want to open. The Open 
dialog box reappears. 

S You will see a list box containing the names of all Word documents 
on the disk. Click the name of the document in the list box. 

13] Click the Open button, and the document appears on the screen. 


If you have two 
disk drives: 


If you have a single drive system and the disk in the drive does not con¬ 
tain the Word program, you will be asked to reinsert the Word disk. 

D] Choose Open from the File menu. 

[ 2 ] Insert the disk in the external drive and click Drive in the Open dia¬ 
log box. 

[3 Click the name of the document that you want in the list box. 

GD Click Open to open the document (or double-click the name in the 
list box). 
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Saving Documents 


It’s a good idea to save your documents at least every 15 minutes. Saving 
this often ensures that you won’t lose information by accident if there is a 
power interruption or if you leave your computer unattended. 

You are also asked if you want to save when you use the Quit and Close 
commands. See Chapter 11, “Commands,” in “Word Reference” for more 
information on these commands. 

When you change a document and save it, the new version replaces the 
old one on the disk. To save different versions of a document, or to 
create a backup copy of a document, use the Save As command. 

To save editing 
changes: 


To save a new document, use the Save As command. However, if you 
choose the Save command instead, Word will display the Save As dialog 
box. 


S Choose the Save command from the File menu. 

If you’ve saved your document before, no dialog box appears. Your 
changes are saved automatically. The new, edited version of the document 
replaces the old one on the disk. 
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To save a new |T| choose the save As command from the File menu. 

document: 


192 


Check fo diQCBrd formaHing. Otherwise, Wordcavec all formafiing wifh 
fhe documenf fexf. 

Check if you wan! io make a backup copy of your document 
Type a documenf name here. 


1 


File 


[dit 


h/ niUt Para ora ph Documen 






l.intit'P'd 


aue Current Document as; 


i 




Uiord Disk 

D 


Eject 


Tent Only □ Make Backup 


Cancel 


: i 

1 i 



Page 1 








P^-Vv ■ 'i" .• ■■ ■■ ’'Uj 


The number of characferc in fhe documenf 
will appear here when you dick Qave. 


[ 2 ] Type the name of the document in the text box labeled “Save Current 
Document as:” If you type the name of a document that already exists, 
you will be asked to confirm that you want to replace that document. 
Confirm, or cancel the command. 

Q Click the Save button, or press the Return or Enter key, to save your 
document. The number of characters in your document appears brief¬ 
ly in the lower left corner of the window. Your page number will 
reappear when the document has been saved, and you start working 
again. 
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To save more than 
one version of a 
document: 


To save a backup 
copy of a 
document: 


To discard 
formatting: 


Note You can use any combination of characters in a document 

name, with one exception: you cannot use a colon. 


If you change a document, but want to keep the old version on the disk as 
well as the new version, you can use the Save As command to give the 
new version a slightly dilferent name (for example, the new version of a 
RESUME document could be named RESUME2). 

1X1 Choose the Save As command from the File menu. 

[X Type the name for the new version of the document in the text box. 
[3 Click the Save button, or press the Return or Enter key. 


If you want to keep extra copies of very important or frequently used doc¬ 
uments on your disk, use the Save As command to make backup copies. 

|T] Choose the Save As command from the File menu. Word proposes 
the current name of the document. 

[ 2 ] Click the box labeled “Make Backup.” 

[3 Click the OK button to save. 


Word saves the backup copy, which is named “Backup of document 
name'\ 

Word needs a copy of the document on the disk to make a backup copy, 
so the document should have been saved once. When you tell Word to 
make a backup copy of a new document that you have not yet saved, 
Word will not be able to do so. However, Word will make a backup copy 
the next time you save this document. 

You may want to discard a document’s formatting for several reasons. 
Perhaps you intend to change the format later. You may want to save 
space on the disk. Or you decide to discard formatting so that you can 
move text from Word into another Macintosh application—for example, 
you could write a program with Word and move it into Microsoft BASIC. 

[3 Choose the Save As command. 

[ 2 ] If necessary, type the document name in the text box. 

[3 Click the box labeled “Text Only.” 

[3 Click the OK button. 
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To save to a 
different disk: 


QH Choose the Save As command. 

[H Type the document name in the dialog box. 

0 Click the Eject button; or click the Drive button if you have an exter¬ 
nal drive. 

0 Insert the disk you want to save the document on. 

0 Click the Save button. 


when You Quit 

If there are unsaved changes to any documents when you quit, Word asks 
you to confirm whether or not you want to save changes to your docu¬ 
ments. If you click No in this first box, Word quits and discards all 
changes to all documents. 

If you click Yes, you will be asked again if you want to save the changes 
for individual documents. The windows move to the top one at a time; 
the Save box applies to the document displayed in the top window. If 
you click No, Word discards the changes and quits. If you click Yes, 

Word displays the Save As dialog box for any new documents. When all 
changes to all documents have been saved. Word quits and returns you to 
the Finder. 
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Word Reference 


“Word Reference” includes the 
following information: 

■ Word commands 


■ Appendices on the following 
topics: 

Key sequences 

Preset options and formats 

Disk space and memory 

Using Word with other applica¬ 
tions 

Daisywheel printers 

■ A list of terms used in this 
manual 
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11 Commands 


What is a 
command? 


This chapter describes the Word commands. They are arranged in the 
order in which they appear on the menus. If there are options you can 
choose, they are listed in the discussion of the command. 

For an alphabetical list of commands, look in the Index under “Com¬ 
mands.” 

A command is an instruction to your Macintosh to perform an action. 
When you pull down a menu on the Macintosh, some of the commands 
appear gray, or “dimmed.” A command is dimmed when it does not apply 
to what you are doing at the moment. You cannot choose a dimmed 
command. 

Some commands appear with a check mark beside them on the menu. 

The check mark tells you that the command is in effect. In most cases, a 
checked command applies only to the text that contains the insertion 
point or is currently selected. 

Some commands are carried out as soon as you select them. Others need 
more information. Any command on a menu that is followed by an 
ellipsis (...) displays a dialog box. The dialog box appears when Word 
needs more information to carry out the command. 
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Contents 



Rbout Microsoft liiord... 


Scrapbook 
Hlarm Clock 
Note Pad 
Calculator 
Key Caps 
Control Panel 
Puzzle 


File 

Neio 

m 

Open... 

mQ 

Close 

IIP 

Saue 

^s 

Saue fls... 


Page Setup. 

• ■ 

Print... 

m? 

Print Merge 

<»• 

Printer Setup... 

Quit 

3€Q 1 


Edit 


Undo Typing 


Cut 

asK 

Copy 


Paste 


Clear 

le 

Shout Clipboard 

Shout Glossary 

Shout Ruler 


Hide H 


Preferences 

■ K 1 
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Search 


Find... 

^F 

Change... 

m 

Go To... 

8€G 


Character 


Plain tent 
Bold 
na/ic 
Underline 

[Dam@ 

Small Caps 

Superscript 

Subscript 


Formats... 


Paragraph 


Normal 


Left 

Centered 

Right 

Justified 


Single Space 
Double Space 
Open Space 


Formats... 


Tabs... Ml 


Document 


Diulsion Layout... 


Footnote... IE 
Running Head... 


Repaginate IJ 
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Menus 


Word has seven command menus: Apple, File, Edit, Search, Character, 

Paragraph, and Document. 

■ The Apple menu is the same as in all Macintosh applications. The 
About Microsoft Word command shows how much memory is used 
by the program, and offers help about Microsoft Word. 

■ The File menu commands are used to open and save documents and 
windows, to print, and to end a session. 

■ The Edit menu includes some familiar Macintosh editing commands 
(Undo, Cut, Copy, Paste, Clear, Show Clipboard), as well as some edit¬ 
ing commands that are unique to Word. The editing commands allow 
you to edit or to use the Clipboard, glossaries, and ruler. 

■ The Search menu contains the Find, Change and Go To commands, so 
you can look for and change a particular word or phrase. 

■ The Character menu commands change the appearance, size, and posi¬ 
tion of your characters on the screen. 

■ The Paragraph menu commands set alignment, indents, line spacing, 
and tabs. 

■ The Document menu commands are for designing complex docu¬ 
ments. You can change the size of columns, number or renumber 
pages, create and position footnotes and running heads. 
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Dialog Boxes 


You will see the following features in dialog boxes: 

Buttons Most dialog boxes have OK and Cancel buttons; a few have 

other buttons instead. Click the OK button to carry out the 
command. Click the Cancel button to cancel the com¬ 
mand. If the button is outlined, pressing the Return or 
Enter keys will carry out the command as well. 

Other buttons are described under individual commands. 


List Boxes Dialog boxes often contain list boxes that list the items that 

command acts upon (for example, documents, fonts, font 
sizes). If the entire list doesn’t fit, the list box will contain 
scroll bars; scroll to see the rest of the list. 

If a dialog box has a list box, click the response you want, 
then click the OK button. 


Text Boxes Some dialog boxes have text boxes in which you type a 

number or some text. Word may propose a response; if 
you want to use this response, just click OK. If you want a 
different response, type the new response. Use the Back¬ 
space key to erase typing errors. 


Check Boxes Some dialog boxes give you several options. To choose an 

option, click in the check box next to it. In some cases, 
the check box may already be checked, indicating that the 
option or format has been chosen (or is a preset option). 
You can click OK to use this option or format; or you can 
click in the box to turn the option “off.” Some check boxes 
may be gray when the dialog box appears. This means that 
the selection contains more than one format or setting. 
Clicking OK will not change the format of the selection 
with reference to gray settings. 
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About Microsoft 
Word 


[ About Murosoft lUord... 

Scrapbook 
Alarm Clock 
Note Pad 
{ alculalor 
Key [ aps 
f ontinl Panel 
Puzzle 


About Microsoft Word displays a dialog box with two kinds of information 
about Word: the amount of memory^ used, and help. 

The memory information can help you plan your documents. The dialog 
box shows the total amount of memory^ available and the percentage of 
memory’^ used. 

The help list box contains topics for which help information is available. 
Click a topic on the list, then click the Help button. Word displays a win¬ 
dow with information about that topic. 

If you want to see information on another topic, click the Topics button 
to see the list of help topics. You can also see the next help topic by 
clicking the Next button; and you can see the previous help topic by 
clicking the Previous button. 

An alternative to choosing the About Microsoft Word command is to press 
the Command-? (or Command-/) keys. The mouse pointer changes to a 
question mark; then choose the command you want information about, or 
click on the option or feature in a dialog box that you want details on. 
When you release the mouse button, Word displays the help information 
on the command or dialog box. If you asked for information about a dia¬ 
log box, that dialog box stays on the screen, but is not active. 

Once the help information appears, you can use the Next, Previous, and 
Topics buttons as described above. 

To cancel help and return to your work, click the Cancel button. 

See Macintosh, your owner’s guide, for a discussion of the desktop acces¬ 
sories listed on the Apple menu. 
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New 


File 


Nem 

:#;N 

Open... 

980 

Close 

98111 

Saue 

98S 

Saue Rs... 


Page Setup... 

Print... 

98P 

Print Merge... 

Printer Setup... 

Quit 

980 


The New command displays a new, empty document window. 

If there is already a document on the screen, Word will lay the new, blank 
window over the document on the screen. The first window is not erased 
or replaced; it is below the new window. 

If you already have four windows (including splits) open, you will not be 
able to choose New; it will be dimmed on the menu. Close one of the 
windows, and then choose New again. 
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Open 


The Open command gets a document from the disk and displays it on the 
screen. 


File 


I Nem ^ 



If there is already a document on the screen, Word will lay the new docu¬ 
ment window over the document already on the screen. 

When you choose the Open command, you will see a dialog box. 


Click ihe name of fhe documenf you wanf io open, 
B Then dick Open. 

OR double-click on fhe documenf name. 


A 


Icttet2 


MEMO 


15 


f 


Select a Document: 


Uiord Disk 


|£0pe^ I [ Eject ; 


Cancel 


The list box contains the names of all the Word documents on the disk. It 
also includes any unformatted ASCII text documents (“text only” docu¬ 
ments from Word, File, or Microsoft BASIC, for example). MacWrite for¬ 
matted documents will also appear in the list box. 

The box has scroll bars that become active if there are more documents 
on the list than can fit in the box. 

Use this list box to select the document you want to open. To select a 
document, click on the document name. Clicking twice selects and opens 
the document in one step. 

If the glossary window is open, choosing the Open command displays the 
names of the glossaries on the disk (Standard Glossary plus any others you 
might have saved separately ). When you click the Open button, the 
selected glossary document is added to the glossary that is already in the 
glossary window. 

Eject The Eject button ejects the disk from the disk drive. You can insert 
another disk; Word displays the list box for the documents on the other 
disk. 

Drive Click the Drive button to see the documents on the disk in the oth¬ 
er drive. This button appears only if you have more than one disk drive. 
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Close 



Netu 

Open... 

910 

Close 

:#:UI 

Saue 

m 

Saue fls... 


Page Setup... 

Print... 

9SP 

Print Merge... 

Printer Setup... 

1 Quit 

9§Q| 


The Close command closes the active document window, any of the spe- 
cial windows, and the desk accessories. 

The Close command can be used instead of the close box to make a win¬ 
dow disappear. 

If you close the only window on the screen, Word will display an empty 
desktop. The only commands you will be able to use are Quit, and any of 
the commands that open a window (for example: New, Open, Show Clip¬ 
board, or Show Glossary). 

If you try to close a window that has unsaved changes in it, you will see 
this message: “Save changes before closing window?” If you click Yes, the 
changes will be saved. (If the document is untitled, you will see the Save 
As dialog box.) If you click No, changes to the window are discarded. 

Clicking the Cancel button cancels the Close command, and the window 
remains open. 
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Save/Save As 



Nem 

Open... 

Close 

m 

%U} 

Saue 

:#:S 

Saue fis... 


1 Page Setup... I 

Print... 

9eP 

Print Merge... 

Printer Setup... 

1 Quit 

m\ 


The Save command saves the current document on disk. 

If you are editing a document that has been saved before, you will not see 
a dialog box or message. The Save command saves the document under 
the name used the last time it was saved; it overwrites the old version of 
the document on the disk. 

If you choose the Save command to save a new document, you will see 
the Save As dialog box asking for the document name. Type the name, 
then click the Save button. 

The Save As command displays a dialog box asking for the document 
name and lists some options. You can save the text without the format, 
and you can choose to save a backup copy of a document. 


TypQ documenf 
nsme here. 


B Click io save 
the document 


C Click if you 
wan! io save 
to another disk. 


Saue Current Document as: 
Ietter3| A 

^Tent Only ^Make Backup 



D Click io save 
iexi only 
(no formaiiing). 


E Click io save a 
backup copy. 


F Ifyou have an 
external drive, 
clicking the Drive 
button saves to 
the external drive. 


Type a name for the document in the text box labeled “Save Current 
Document as:” The name can be any combination of letters, numbers, and 
symbols except the colon (:). 

If the document already has a name. Word will propose it. Click OK to 
accept the proposed name, or type a new one to save the document 
under a different name. 

If the name you type has already been used for a different document on 
the disk, Word will present a dialog box that says; “Overwrite existing 
document?” Click Yes to replace the document on disk with the current 
document. Click No to display the dialog box again. You can then type a 
different name. 
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After a document is saved, it remains on the screen. You can continue to 
change it and save it again under another name if you want to keep dif¬ 
ferent versions. 

If you choose to save a backup copy of a document, it is named as “Back¬ 
up of document name'\ The version that is saved will be the last version 
you saved. It will not contain editing changes made after you saved. 

If you click next to “Text Only,” formatting to your document will not be 
saved. This option is useful for transferring Word text to other applica¬ 
tions. 

It is a good idea to save changes to your document often, especially if you 
are moving or copying text to the document from another application or 
another document. 

If you run out of disk space while saving a document, you may find a 
document on your disk called “Word Rescue” that contains as much of 
your document as Word could recover. Your old version of the docu¬ 
ment on the disk will not be affected. For information about storing docu¬ 
ments on your disk efficiently, see “Appendix C, Disk Space and Memory.” 
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Page Setup 


The Page Setup command controls the appearance of the printed docu¬ 
ment. 


Fite 


Neiu 

Open... 

Close 

Sane 

Saue As... 

^0 

ms 

Page Setup... 

Print... 

98P 1 

Print Merge... 

Printer Setup... 

1 Quit 

SSQ 1 


When you choose the Page Setup command, you see the following dialog 
box: 


/I wide, / high 

B 8!^^* wide, high 


C Buropeen Qfendsrd, 

8!^'' wide, 11%*' high 

D 8%" wide, 12" high 


Paper: 4® US Letter ^0 04 Letter 

B O us Legal BO International Fanfold 
Orientation: £'®Tall Tall Adjusted ^OlUide 


77ok 


Cancel 


Margins: 


Top: 

1" 

Left: 

1.25" 

Gutter: 

0" 

Bottom: 

r* 

Right; 

1.25" 




B Text prinfQ lengfh wise 
down fhe pege. 

F Prinis pictures in proportion. 


G Prints ecross the width of the 
pege—the length ofpeper is 
used for the width of the 
document. 


H Click OK when you heve chosen your formats. 


If you are using a printer other than the Image writer, this box may look 
slightly different. 

When you change the margins, the new margins are saved with the docu¬ 
ment. Changes to all other Page Setup options remain set, and will be ap¬ 
plied to other documents you print. 

Margins The left, right, top, and bottom margins determine the amount of 
space between the edge of the paper and the printed document. The 
preset margins are one inch at top and bottom, and one and one-fourth 
inches on the left and right sides. If you wish to change the margins, type 
a number. Unless you specify otherwise. Word assumes the measurements 
to be inches. To specify otherwise, type a unit of measure after the 
number; or use the Preferences command on the Edit menu. 

Minimum margins are one-fourth inch on the sides and one-half inch on 
the top. Your printer may not be able to print this close to the edge of 
the page, however. 
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You can specify a margin in tenths of an inch (for example, 1.5 represents 
one and one-half inches). Or you can specify^ any unit of measure in 
points, centimeters, ten pitch, or twelve pitch. 

You can also specify a gutter margin to allow extra space for binding. The 
gutter margin is on the left side of odd pages and the right side of even 
pages. 
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The Print command prints a copy of the current document. The Print dia¬ 
log box controls these options: 


File 


Neui 9§N 

Open... 9S0 

Close 91111 

Saue 9g$ 

Saue Rs... 

Page Setup... 


Print... 


Print Merge... 
Printer Setup... 
Quit 9§Q 


/I High qualify prini (qIow) P PrinfQ sH pageQ in documeni 

(preQef) 

B PreQef option: Screen quefify 

(facter) £&- F Click to print part of document 

—then Qpecify page range. 

C Text only, one Qize, plain text 
ptuQ bold and underline (faQteQt) 


Quality^ A O High 
Page Range:^® flil 
Copies: G 


5"® Standard Draft 
F O From: I To: F 


OK 


1 


/ 


Paper Feed: Continuous O Cut Sheet 


Cancel 


G Specify how many copieQ / Single cheetc of paper 

toprint. 

H Standard printer paper 


If you use a printer other than the Image writer, this dialog box may look 
slightly different. 

Resolution is the number of dots used to form characters on the page. 

High quality is dense with a large number of dots; it prints slowest. Stan¬ 
dard quality is less dense; it prints faster than High quality. Draft quality is 
least dense; it prints fastest. 

If you are using a daisywheel printer, see “Appendix E, Dais\^heel 
Printers.” Also, see below for information on the Printer Setup command. 


212 



































Commands 


Print Merge 


NeiiP 9iN 

Open... 9S0 

Close 90111 

Saue 90S 

Saue fls... 

Page Setup... 
Print... 90P 


Print Mptgp 


Printer Setup... 
Quit 90Q 


The Print Merge command prints multiple versions of a form document; 
each version contains variable information. A typical use for this com¬ 
mand is to create personalized form letters. The main document, which 
contains the standard text plus special fields and instructions, is combined 
with a merge document containing the variable information. Print Merge 
also lets you print several files as one document. 

Main documents can contain fields and instructions. A field is a name for 
one data item; for example, «address». An instruction tells Word to look 
for something, or satisfy some condition, when inserting text from a 
merge document. 

A merge document contains data that will be inserted into the main docu¬ 
ment. The information is inserted in the fields. Each merge document 
must have a “header record” that names the categories of information, us¬ 
ing the same names used in the fields. The header record must be the 
first data record; all subsequent data records must list information in the 
same order as the names in the header record. (For example, if your 
header record contains the two field names “address” and “phone 
number,” you must always list the information in your merge document in 
that order: 1928 I4th Avenue, 333-9999.) 

Each field name in the main document must match a field name in the 
merge document. Or you can define a field by using a SET or ASK in¬ 
struction. 

Separate information in your merge document with tabs or commas. If 
you want to include commas or quotes in the information you will insert 
in the main document, you must surround the field with an extra set of 
quotation marks. For example, if you wanted to place a comma between 
city and state in an address, you would type: ''Philadelphia, PA\ 

When you choose the Print Merge command, you see a dialog box that is 
identical to the Print dialog box. See the Print command for details on 
the options available. 

The following instructions can be inserted into the main document. They 
are read by Word when the Print Merge command is carried out. The 
boldface, lowercase words are general categories of text or information; 
you will replace these with your own prompts, fields, and so on. 

Surround each instruction with « ». These special characters are foreign 
quotation marks—press Option-Backslash (\) to get «, and press Shift- 
Option-Backslash to get ». 

The instructions need not be in any particular order in the main docu¬ 
ment, except that the DATA instruction must be first. 

Use any combination of capital or lowercase letters when you type in¬ 
structions. (They are shown uppercase in this manual for emphasis.) 
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«ASK field = ?prompt» 

Field is any individual data item. Prompt is any prompt you specify. (The 
first question mark after the equal sign is required.) This instruction 
prompts you for the contents of the field when the form document is 
printed. Example: «ASK major account—?Is this a major account?» will 
cause this prompt to be displayed when the documents are merged: “Is 
this a major account? Word will wait for your reply. 

«DATA header document merge document» 

Merge document is the name of the merge document that you want to 
combine with the main document. For example, «DATA orders» merges 
data from the merge document “orders.” 

You can use a “header” document name in addition to the merge 
document name in the DATA instruction. To do this, type the header 
document name immediately after the DATA instruction; for example, in 
«DATA birthdates employeefile», “birthdates” is the header document. 
Using a header is helpful if you have a large merge document with many 
fields and want to use only a few fields in the form document you are 
printing right now. In the header document, type the field names separat¬ 
ed by commas or tabs; press the Return key to end the header document. 
For the “birthdates” header document in the example above, you might 
type these fields: name, date of birth 

«IF field = data»text...«ENDIF» 

This instruction sets up a condition under which the text you specify will 
be printed if the information in the merge document meets a certain con¬ 
dition. For example, if you want to include a personal note to a particular 
person in a letter, you could type: 

«IF name = “Frank”»Thank you for the bottle of 
wine you sent John and me for Christmas. «ENDIF» 
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«IF field= data»text...«ELSE»text...«ENDIF» 

This instruction specifies a condition under which the first text will be 
used; if this condition is not met, then the text following «ELSE» is used. 
«ENDIF» marks the end of the conditional instruction. Field is the name 
of the field—for example, name. Data is the corresponding information in 
the merge document. For example, if you wanted to insert a personal 
note to John Smith in your form letter, you could use this statement: 

«IF name = “John Smith” »P.S. See you this weekend. 

«ELSE»Please contact me if you have any questions. «ENDIF» 
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«IF field < or > data»text...«ELSE»text...«ENDIF» 

This instruction is used like the previous one, except that you can use a 
mathematical comparison operator (greater than or less than) instead of 
an equal sign to specify a condition. For example: 

«IF balance ]> “ 20000”»If you do not pay the balance 
within 10 days, your account will be sent to a 
collection agency. «ELSE»Please contact us as soon 
as possible to make payment arrangements. «ENDIF» 


«INCLUDE document name» 

This instruction inserts the text of the document named in the instruction 
into the main document. The text of the second document is inserted at 
the location where the INCLUDE instruction is encountered. (The 
number of documents you can include is limited by disk space only.) 

«NEXT» 

This instruction uses the next data record immediately instead of waiting 
until the next copy is printed. This is useful if you want to print your data 
out as a list in one document, instead of merging the data into a form 
letter. For example, you may need to print out a list of all your clients in 
one document, instead of sending a letter to each one of them. 

«SET field = information » 

Sets a field equal to information that does not vary from copy to copy. 

For example: «SET date = March 15, 1984» would print the same informa¬ 
tion (the date) on every copy of a form document. 

«SET field = ?prompt» 

This instruction displays a prompt that you specify whenever the field is 
encountered. For example: «SET date = ?The date is:» would cause this 
prompt to be displayed every time the «date» field is encountered: “The 
date is:” Word will wait for you to type a date. 
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Printer Setup 


File 


New 


Open... 


Close 


Saue 

Saue Rs... 


Page Setup... 

Print... 

3§P 

Print Merge 

1 

'fell. 

Printer Setup... 


Quit 


9§Q 


The Printer Setup command indicates to Word which printer your docu¬ 
ments will be printed on. 

Word will use the printer driver that you last used, or the Apple driver 
that is on your disk. It is a good idea to remove printer drivers you won’t 
use from your copy of the Word disk. 

But if you switch back and forth between two printers (or more), use 
Printer Setup to tell Word which printer and what sort of print wheel you 
are using. 

When you choose Printer Setup, you see this dialog box. 


Click if you hsvQ 3 dsiQywhee! prinier. 


Printer Setup 


ImagelUriter 


Brother 

RppleDaisy 

NEC7710 

Diablo630 

Typemriter 



rPitch’ 

® U) 
0 
O 



Baud— 

® 5m) 
0 M)d 
O \ ?m) 
O 2Am) 
O 4BD0 

O 



Cancel 


Port- 

O HodfMn 


Choose 3 pitch to mstch your print wheel 


When you print, Word uses the printer you most recently chose, unless 
you specify otherwise in this dialog box. 

Ordinarily, Word displays text as it will appear when you print. If you use 
a daisywheel printer, your screen will reflect this. See the Preferences 
command on the Edit menu for more information about the “Display as 
Printed” option. 
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Quit 



Neill 

98N 

Open... 

380 

Close 

3810 

Saue 

38S 

Saue fls... 


Page Setup... 

Print... 

m? 

Print Merge... 

Printer Setup... 

Quit 



The Quit command ends a Word session. If you have made changes to a 
document without saving, Word will present a box that says: “Save 
changes before quitting?” 

If you click Yes, you will see a prompt for each document: “Save changes 
to..,?” You will be asked about each unsaved document you worked with 
by name. You will see the Save As dialog box for untitled documents. 

If you have several windows on the screen, you will be prompted to save 
each one individually. The window will move to the top as the prompt 
for that document is displayed. 

The Clipboard is saved when you quit Word, whether you save your docu¬ 
ment or not. See the Show Clipboard command in this section for infor¬ 
mation on using the Clipboard. 

If you have any unsaved changes to the glossary window, you will see a 
prompt to save your glossary entries as well. 

If your Word disk has been made into a startup disk (with the Macintosh 
Set Startup command) and the Finder has been removed, the Word disk 
will be ejected. You will be prompted to insert a disk with a Finder. See 
“Appendix C, Disk Space and Memory” for information on making your 
copy of the Word disk into a startup disk. 
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Undo 


Edit 


Undo Copy 

mz 

Cut 

9§K 

Copy 

mz 

Paste 

mu 

Clear 

mu 

Show Clipboard 

Show Glossary 

Show Ruler 

9§R 

Hide Rl 

86V 

Preferences... 


The Undo command reverses the last editing or formatting action. You 
can also undo the Change command on the Search menu. In some cases, 
Undo puts the previous contents of the Clipboard back in the worksheet. 
The command that will be reversed appears after Undo on the menu (for 
example, Undo Paste). 

When you are typing in the document, the command on the menu be¬ 
comes Undo Typing, which discards the information you just entered. If 
the most recent command cannot be undone, the Undo command be¬ 
comes Can’t Undo, and will be dimmed on the menu. 

Once a command has been undone, the Undo command changes on the 
menu to Redo followed by the name of the reversed command (for exam¬ 
ple, Redo Typing). Redo stays on the menu until you choose another 
command. Redo can also be undone. 
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Cut/Copy 


Fdit 


Undo Copy 

»z 


m 

.*:f 

Paste 

mu 

Clear 

MB 

Show Clipboard 
Show Glossary 

Show Ruler 

mB 

Show 1 

KV 

1 Preferences... | 


The Cut command deletes selected text and puts it in the Clipboard, re¬ 
placing anything that may already be there. Use the Cut command when 
you want to move text from one part of a document to another, from one 
document to another document, or from one application to another. You 
can also use Cut to remove a glossary entry. 

The Copy command copies a selection and puts it in the Clipboard. 

Both Cut and Copy can be reversed with the Undo command, as long as 
you don’t choose another command before choosing Undo. 

Once the selection is cut or copied, you can paste it into an insertion 
point; or you can paste it into a selection to replace the selection. (A 
copy of the text remains in the Clipboard until something else replaces 
it.) See Chapter 6, “Editing With Word” for more information. 

If you cut or copy from one part of your document to another part, or 
from one document to another, formatting will be moved or copied also. 
But if you move or copy from one application to another, formatting will 
be lost. 
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Paste 


Edit 


Undo Copy 

mz 

Cut 

KK 

Copy 


Paste 


r Clear 


Show Clipboord 

Show Ciossary 

Show Ruler 

SIR 

Show *1 

HV 

Preferences. 

1 ■ ■ 


The Paste command inserts the contents of the Clipboard into an insertion 
point or a selection. 

If you use Paste to insert into a selection, the selection will be completely 
replaced by the contents of the Clipboard. 

You also use the Paste command to move your glossary entry text into the 
glossary window. See the Show Glossary command for more information. 

Whenever you are pasting text in your document from another document, 
it is a good idea to save after you paste. 
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Clear 


[dit 


Undo Copy 


Cut 


Copy 

mz 

Paste 


f tear 

m 

Shoui Clipboerd 

Show Glossary 

Show Ruler 


Show *1 

KV 

Preferences, 

1 ■« 


The Clear command erases the selected text without storing it in the Clip¬ 
board, Use the Clear command for deleting text from a document per¬ 
manently. You cannot use Clear to move or copy. 

The erased contents can be retrieved by choosing the Undo command 
before choosing any other command. 
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Show Clipboard 


Undo Copy 

mi 

Cut 


Copy 

mt 

Paste 

90U 

Clear 

mB 

Shoui Clipboard 

1 Shoiu Glossary | 

Show Ruler 

mB 

Show SI 

81V 

Preferences. 

1 ■ ■ 


The Show Clipboard command opens the Clipboard window. The Clip¬ 
board window shows the text that was most recently cut or copied. You 
cannot edit the contents of the Clipboard window. 

To close the Clipboard window, click its close box or choose the Close 
command from the File menu. 

Use the Clipboard to move copy from one place to another. The Clip¬ 
board can be particularly useful for moving copy from one Macintosh ap¬ 
plication to another. 
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Show Glossary 


[dit 


Undo Copy UZ 

Cut UK 

Copy KC 

Paste XU 
Clear X6 
Shoui Clipboard 


Shnui blnssa 


1 _ I 

ShoiD Ruler 

XR 

Shoui 1 

XV 

Preferences. 

!•« 


The Show Glossary command opens the glossary window. This is the only 
way you can open the glossary window; you cannot use the Open com¬ 
mand to open the glossary window, nor can you open it from the Finder. 

The glossary window is similar to the Scrapbook, except that you can 
specify individual glossary entries by name, then insert the text that 
corresponds to the name into a document by pressing the Command- 
Backspace keys. You can insert this text whenever you want, without 
opening the glossary window. 

The Show Glossary command displays this window; 


/I Type ihe neme offhe gloQsery enfry here. You cen iype up fo 64 cherecierQ. 
B Lief box diepleyQ gloeeery nemee. 




Name of Glossary; 

page 

o 

A 

footnote ^ 






page This is a predefined glossary name. When you type page and ex¬ 
pand it by pressing Command-Backspace, it appears in the document as 
(page). When you print your document, Word replaces (page) with the 
appropriate page number. You can include this glossary name in your 
running heads to embed page numbers in the running head. 

footnote This is a predefined glossary name. When you type footnote in 
the footnote window and expand it, the word “footnote” is replaced with 
the automatic footnote number. Use this glossary to insert a footnote 
number in the footnote window. 


223 


To add entries to the glossary window, type the text in a document and 
then select it. Then use Cut or Copy to move the text to the Clipboard. 
Choose the Show Glossary command to open the glossary window, and 
name the new glossary. Use the Paste command to paste the glossary text 
into the window from the Clipboard. The text appears below the glossary 
name. The glossary name appears in the list box. The size of the glossary^ 
text is limited only by disk space. 
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Any character or paragraph formatting applied to the glossary text before 
you copied or moved it to the Clipboard is kept in the glossary window. 
These formats are not displayed in the glossary window, but when you ex¬ 
pand the glossary entry, the formats appear in the document window. 

(You may need to turn “off” these formats to continue typing or editing.) 

You can also move or copy pictures into the glossary window; they will 
always appear at the top of the glossary entry text. 

To remove entries from the glossary window, open the window and then 
click the glossary name you want to delete in the list box. Choose the 
Cut command to delete the glossary name and entry. 

To replace the text of a glossary entry, paste new text over the old. You 
cannot edit text in the glossary window. 

Use the Save As command to save your new glossary entries. Usually, you 
will save your glossary entries in the Standard Glossary document. This is 
a special document that Word loads automatically. When you are prompt¬ 
ed to save, or when you choose Save As, Standard Glossary is the pro¬ 
posed document name. If you want to save your glossary entries in a 
separate glossary document, type a name when you are prompted to “Save 
Current Glossary as” 

Open a separate glossary (not stored in Standard Glossary) by opening the 
glossary window, then choosing the Open command. The separate glos¬ 
sary will merge into the glossary that was already loaded into the glossary 
window (usually Standard Glossary). 
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Show Ruler 


Edit 


Undo Copy 

mi 

Cut 


Copy 

mt 

Paste 


Clear 

KB 

Show Clipboard 
Show Glossary 


Shorn Ruler :#R 

Show 1 

KV 

Preferences 

i ■ • 


The Show Ruler command displays the ruler. Indents and tab stops are 
shown just below the inch marks. 


Ruler 
Left inden! 

Fire! line indent 


Tebe 


Right indent 



You cen use this ruler to indent or set tab stops. 


The indents and tab stops reflect the settings for the first selected para¬ 
graph or the paragraph containing the insertion point. 

You can move indents or insert, delete, or move tab stops on this ruler. 
You can also use the Paragraph Formats command or the Tabs command 
to adjust indents and tabs on the ruler. If you make a change on the ruler 
to indents or tabs, the change will be applied to the entire selection. 

When the ruler is on the screen, the command on the menu changes to 
Hide Ruler. The ruler is calibrated in inches. 

To change to another unit of measure, use the Preferences command on 
the Edit menu. 
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Show H 


[dit 


Undo Copy 

»z 

Cut 

ttH 

Copy 

KC 

Paste 

»U 

Clear 

KB 

Show Clipboard 

Show Ulossary 

Show Ruler 

KR 

Shorn 



I Preferences,., | 


You can look at formatting characters that are normally invisible with this 
command. The characters that are displayed when you choose the Show 
H command are: 

H The paragraph mark; insert by pressing the Return key. 

• New line; create by pressing Shift-Return. 

Space; insert by pressing the spacebar. 

Tab; insert by pressing the Tab key. 


Fixed-size nonbreaking spaces are displayed as blank spaces (regular 
spaces appear as dots). Use Command-spacebar to insert a fixed-size 
space. 

These invisible characters can have character formats. The paragraph 
mark stores paragraph formatting as well. 

After you choose Show H, the command on the menu changes to Hide H. 
Choose this command to make these characters invisible again. 
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Preferences 


Edit 


Undo Copy 

nz 

Cut 

KK 

Copy 

mz 

Paste 


Clear 

KB 

Show Clipboard 

Show Glossary 

Show Ruler 

KR 

Show 1 

KV 

Preferences... 


Use this command to change the preset unit of horizontal measure. Word 
assumes that all horizontal position measurements that you type in text 
boxes are inches, unless you specify otherwise. You can specify different¬ 
ly in each individual text box. Or you can choose one of the following 
options from the Preferences dialog box. 


A Preset mesQure 
B CentimeierQ 
C 10 pitch 
D 12 pitch 

E (t 172 inch ) 


A 

B 

C 

P 

E 

[L 



Cancel 


Preferences 
r-Mea$ure -i 
® Inch 
OCm. 

O PIO Screen Draft 

Display as Printed 

O Points 


E Click to make Word run fscter if you src using several fonts. This results in 
lower quality display. 

G Click to disable printer quality screen. You may see formats that are 
unavailable for your printer. 


Word uses lines as the vertical unit of measure within a paragraph. Word 
adjusts spacing between lines automatically. If you want to specify a fixed 
line height, use the Formats command (Paragraph menu). 

If you change the preset unit of measure with this command, the unit of 
measure in Page Setup, Formats (Paragraph), Tabs, and Division Layout 
will be changed. Settings you change with Preferences are not saved with 
the document. Word saves the Preferences settings from one session to 
the next, and applies the settings to all documents. 

The “Screen Draft” option makes the Word program run faster. You will 
not see a print quality screen in the document window. In particular, 
characters displayed in font sizes larger than 12 points will look ragged. 
The quality of printing will not be affected. Use this option when you are 
editing a document with several fonts and font sizes. 
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The “Display as Printed” option displays text on the screen as it will ap¬ 
pear when you print. This is the preset option. This means that the 
appearance of your screen may var\% depending on which printer(s) you 
are using. This option is especially useful for previewing line breaks. You 
can click to turn this option off if you want to see fonts or sizes that your 
printer doesn’t use, or to make your display more legible. 

The “Display as Printed” and “Screen Draft” options do not affect each 
other. 
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Find 


Search 

Find... 

MT 

Change... 


Go To... 

96G 


Use the Find command to search for text in a document. You can specify 
any text you wish—a character, a word, or paragraph up to 255 charac¬ 
ters. You can use the “wild card” character ? (question mark) also. Word 
finds and selects the first occurrence, then scrolls to the next occurrence 
when you click the Find Next button. 

When you choose the Find command, you see this window. You can 
move and close this window just as you would any other. 


A Type fhe eearch fexi here. You cen fype up fo 

255 cheracierQ—ihe fexf will scroll fo Ihe left as you iype. 

B Click io seleci disfinc! words only—noi lexi 
embedded wifhin ofher fexf. 


Find 


Find Liihat: 


the A 


^□Ulhole liiord^n Match Upper/Loiuercase 



C Click fo find only ihe arrangemeni of 

caps i lowercase fyped in ihe ' 'Find Whai :'' box. 


When you click the Find Next button, the search starts at the insertion 
point. If you have a selection, the search starts at the end of the selection. 
The search continues to the end of the document. Then Word goes back 
to the beginning of the document and continues finding text until it 
comes back to the point you started at. 
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Find Next Click this button to continue finding after each occurrence of 
the text is selected. 

You can cancel the search at any time by pressing Command-.(period). 

If the text is not in the document, you will see the message: “Search text 
not found.” You will see the message “Search complete” when Word gets 
back to the insertion point. 

You can also search for special characters. Use the key sequences in the 
table below to search for these characters: 

Type.,. To search for: 

"w white space 

"s fixed-size nonbreaking space 

Y tab 

"p paragraph 

"n new line 

optional hyphen 
"d division mark 
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Change 


Search 


Find... 

m 

(hangp... 


Go To... 

9§G 


The Change command can be used to find and change text selectively; or 
to replace all occurrences of the search text. You can specify any text 
you wish—characters, words, even paragraphs. You can also change all 
occurrences of text within a selection. 

See the Find command for information on wild card characters and for de¬ 
tails on searching for special characters. 

When you choose the Change command, the Change window appears on 
the screen. 


PreQQ fhe Tab key fo go back 
and forfh between iexf boxes. 


A Type fhe fexi fhaf you 
wanf fo find. 

B Type fhe replacemenfiexf. 

If you leave fhis box blank fhe 
search fexf will be delefed. 


Change 


Find U.*hat; | ^ 
To: 


Change 


A 


B 


PQ UJhole UJord Match Upper/Louiercase 

[Change, then Find] [Change] [ Change fill 



Click fo find and change 
fhose occurrences fhaf 
are disfincf words only. 

(Ofherwise, Word finds and 
changes search fexf when 
if occurs wifhin a word — 
e.g., is wifhin display.) 


D Click fo find only fhe arrangemenf 
of upper- or lowercase you specify. 

(Ofherwise, Word ignores capifalizafion 
when searching for characfers.) 


If you leave the “Change To:” box blank, the search text will be deleted. 

Word starts the search at the insertion point. It continues to the end of 
the document, then goes back to the beginning of the document and con¬ 
tinues until it reaches the insertion point again. 

If there is a selection in the document window, Word finds and changes 
within the selection only. The Change All button reads Change Selection, 
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Find Next Click this button to start a search; or to go to the next oc¬ 
currence of the text without changing. 

Change, then Find Click this button to change the selected text and 
then go to the next occurrence of the search text. Word selects the next 
occurrence without changing it. 

Change Click this button to change the selection only. 

Change All Click this button to change all occurrences of the search text 
in the document. 

Change Selection If there is a selection in the document window when 
you choose the Change command, the Change Selection button appears 
instead of Change All. Clicking this button changes all occurrences of the 
search text within the selection only. Word stops the search at the last 
character of the selection. 

As you find and change text, Word scrolls to the next occurrence of the 
text automatically. 

If you are changing all occurrences of the text, the document will not 
scroll, and the entire document will be selected. 

You can cancel the search at any time by pressing Command'.(period). 

You can also reverse any changes you make with this command with the 
Undo command on the Edit menu. 

If the text is not in the document, you will see the message: “Search text 
not found.” You see the message “Search complete” when Word com¬ 
pletes the search and comes back to the insertion point. 



Commands 


Go To 



Use the Go To command to go to the page number you specify. This 
command can be used in any document that has been printed or repa¬ 
ginated. 


Type fhe pege number you wenf fo go fo . . . 




Go To 

1 

ir/'n 

1 

Page Number: 1 


Cancel 

h_ 1 _ J 

/- 



. . . fhen dick OK. 


When you click OK, Word goes to the page you specify in the text box. 
The first word on the page is selected. 

If you type a number greater than the number of the last page, you will go 
to the last page in the document. 
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Plain text/Bold/ 

Italic/Underline/ 

Outline/Shadow/ 

Small Caps/ 

Superscript/ 

Subscript 


Character | 

Plain tent 

Bold 

itaiU 

Underline 

Small Caps 

Superscript 

Subscript 


Formats... 


These Character menu commands are used to format characters. Charac¬ 
ter formats are saved with the text when you save a document. They are 
also kept when you copy or move formatted characters into unformatted 
text or text that is formatted differently. 

When you want to change the format of the selected text, you can choose 
the appropriate command from the Character menu. A check appears on 
the menu next to the command that is in effect. (This does not occur if 
the selected text has two or more character formats; in this case, no 
check appears.) 

If you choose a command that is already checked, this reverses the effect 
of that command and removes the character format. 

If you want to assign a more complex design, or change font and size, 
choose the Formats command on the character menu. 

Plain Text removes all character formatting except font and font size 
changes from your text. 

The Bold command changes the selected text to boldface. 

The Italic command changes the selected text to italic. 

The Underline command underlines the selected text. 

The Outline command reverses characters to display white characters out¬ 
lined in black. 

The Shadow command reverses characters to display white characters 
with a heavy three-dimensional outline. 

The Small Caps command displays selected text in smaller size capital 
letters. 

The Superscript command raises the selected characters above the base¬ 
line of the text. The superscript appears in a smaller size. 

The Subscript command lowers the selected characters below the base¬ 
line. The subscript appears in a smaller size. 
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Formats 


Character 


Plain tPKt 
Bold 

/ tdli( 
Underline 

EmQDDffie 

S[i]0(OCD[IS 
Small Caps 

Superscript 

Subscript 


Formats... dSO 


The Formats command controls all aspects of character design. If you 
want to quickly assign one format to text, you can use the menu item. 

But if you want to assign several types of character design to one 
selection—for example, to make text bold, italic, and underlined—^you 
would use the Formats command. You also use this command to change 
font and font size. 

It is also a good idea to use this command to remove character formats if 
you don’t want to go back to plain text. 

When you choose the Formats command, you see this dialog box: 


A Click on name fo go befween ' Yec'' and ‘ Wo. 
B Click fo change fhese character styles. 

C Click to position characters. 


Character Formats 
pStyle4- 


c 


OK 


3 


□ Bold 
Italic 

□ Underline 

□ Small Caps 

□ Outline 

□ Shadoiu 


Cancel 


pPosition- 

^(•) Normal 
O Superscript 
O Subscript 


Font Name: 



£ 


D Scroll to see fonts and sizes. Click to choose a font or size. 
£ Type a font size here. 


At the top of the box are buttons for character formats. These correspond 
to the menu commands. Click the formats on or off. 

Below the buttons is a list box containing the fonts available with the 
Word master disk. (The fonts may vary, according to which version of 
the Macintosh system you have.) Some of these fonts are: 
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Font 

Description 

Chicago 

System font 

New York 

Roman (serif) 

Geneva 

Sans-serif 

Monaco 

Monospace 

Dover 8 

Daisywheel IS-pitch 

Dover 10 

Daisywheel 12-pitch 

Dover 12 

Daisywheel lO-pitch 

Dover PS 

Daisywheel proportional 


Your disk may contain additional fonts for daisywheel printers as well. 

The fonts and sizes are in the System folder on the Word disk. You can 
use the Font Mover utility to add or remove fonts. 

When you choose a font from the list box, the list of sizes at the right side 
of the box is updated to show which sizes are available for this font. You 
can choose a font from this list. To the right of the list box is another 
text box labelled “Font Size:”. You can also specify any size in this box. If 
you specify a size that is not available for a particular font, Word will scale 
one of the available sizes to correspond to the requested font size. (The 
results may look ragged.) 

The Formats dialog box reflects the character formats that are in effect for 
the selected text. However, if you have two or more formats in the selec¬ 
tion, the check boxes will be gray. The character styles of the selected 
text will not be affected when you click OK, unless you click the styles on 
or off. 
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Normal/Left/Centered/ 

Rightjustified/ 

Single Space/Double 
Space/Open Space 


The Paragraph menu commands control the arrangement of lines and para¬ 
graphs on the page. These commands affect the paragraphs that contains 
the selection or the insertion point. 

You specify paragraph breaks by pressing the Return key. You can see the 
paragraph mark by choosing the Show H command from the Edit menu. 


Paragraph 

Normal 


Left _ 

Centered 

Right 

Justified 


Single Space 
Double Spate 
Open Spac e 


Formats... 


Tabs... 9CT 


You can format paragraphs two ways: by choosing the commands from the 
menu, or by using the Formats command. You choose the Formats com¬ 
mand when you want to assign more than one paragraph format at a time. 

The Normal command sets all paragraph formats to the preset alignment 
and spacing. It does not affect tabs. The “normal” format is aligned left, 
unjustified, and single spaced.- 

The Left command aligns text in the selected paragraph flush left on the 
margin. 

The Centered command centers the selected text in the text area. 

The Right command aligns text in the selected paragraph flush right on 
the margin. 

The Justified command justifies the paragraph—that is, it fills in the spaces 
between words to align the selected paragraph on the left and right mar¬ 
gins. 

The Single Space command sets the line spacing to single spacing— that 
is, no extra space between lines. If the line includes different font sizes, 
the height of the line will vary to accommodate the tallest character in 
the line. To set fixed spacing, see the Formats command (Paragraph 
menu). 


The Double Space command adds extra space between each line of the 
selected paragraph. The line spacing is fixed at three lines per inch. 

The Open Space command adds an extra line space before the paragraph. 
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Formats 


Paragraph 


Normal 


Left 

Centered 

Right 

Justified 


Single Space 
Double Space 
Open Space 


Formats 


Tabs... IT 


Use the Formats command when you want to change several aspects of 
paragraph format at once. 

When you choose the Formats command, the ruler appears at the top of 
the current document window, and you see the dialog box on the oppo¬ 
site page. 

The left and right indent markers are the triangles at either end of the 
ruler. The first indent marker is the small square—you usually can’t see it 
until you move the triangular marker away from it. 

You can indent or change indentation by dragging the indent markers 
with the mouse. Clicking in the ruler inserts a tab marker (see the Tabs 
command for more information). 

Word adjusts line spacing automatically for you; the “Line Spacing:” text 
box contains the word “auto.” Line spacing is usually the same 
throughout the document. But if you want to insert a word 18 points 
high in a line of text, Word will adjust the line spacing for you. 

If you want to specify the line spacing, simply type a number (and unit) in 
the “Line Spacing:” text box, and Word will not adjust line spacing for 
you. You can also specify spacing before and after a paragraph with the 
“Space Before:” and “Space After:” text boxes. 

Word automatically avoids “widow” and “orphan” lines when printing; you 
can also use the “Keep lines together” option when you have two or more 
lines in a paragraph that need to remain together on a page. For example, 
if Word reaches the end of the page, and you have assigned this option to 
a paragraph that would have been split, then the entire paragraph will be 
moved to the next page. 

Use the “Keep with next ^1” option when you have two or more para¬ 
graphs that should be kept together on a page—for example, a table with 
text explaining it. 

Your changes take effect when you click the OK button. If you click Can¬ 
cel, changes to the ruler will be cancelled as well as changes in the dialog 
box. 

If your selection includes paragraphs with different formats, the dialog box 
will not reflect any formatting; the text boxes will be blank. 
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A TypQ a number fo indent paragraph from left margin. 
B Type a number to indent first tine of a paragraph. 

C Type a number to indent text from right margin. 


Paragraph Formats 


Left Indent: 
First Line: 
Right Indent: 


0 " B 


0" C 


Line Spacing: 
Space Before: 
Space Rfter: 


auto/7 

1 


QW £ 


Cancel 1 

QW F 



D Word adjusts tine spacing automatically, as the preset 
option. Type a number to set a fixed line height. 

B Type a number to insert extra space above a paragraph. 
F Type a number to insert extra space below a paragraph. 




601-eft /Q Right 

l-l 0 CenteredV® Justified 

k H Keep uiith neut SI 

L 10 Keep lines together 



G Paragraph aligns 
flush left. 

H Paragraph 
is centered. 

/ Paragraph aligns 
flush right. 


J Paragraph aligns on left 
and right. 

K Keeps two or more 
paragraphs together on a page. 
L Keeps lines in a paragraph 
together on a page. 
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Tabs 


Paragraph 


Normal 


Left 

Centered 

Right 

Justified 


Single Space 
Double Space 
Open Space 


Formats... 


Tabs... *:T 


Use the Tabs command to align text on tabs. Tabs apply to the selected 
paragraphs. You can have several different tab settings for a document (or 
different tab settings for each paragraph, if you like). 

When you choose the Tabs command from the Paragraph menu, the ruler 
will appear at the top of the screen, and you see this dialog box. 


4 Text slignQ flush left on fab Qfops, 
B Texf is ceniered on fab Qfops. 


pRIignment —. 
^ % Left 

Bi 0 Center 
^^0 Right 

0 Decimal 

1 i_ 

1 Tabs 

j-Leader^ 

Blank 

(~) ••••••••• 

0—- 
n 

1; oiLj 

Cancel ] 

Position: 

1 

1 

' ■ 


C Texf aligns flush righf on fab slops. 

[? Decimalpoinfs align on fab slops. 

E A ‘ leader *' characfer fills fhe space befween fab slops. 
F Blank space befween fabs 
G Line ofperiods befween fabs 




Rlignment - pLeader-. 
: (t) Left Blank 

i; 

f - ^ 

1 >’ ') Center 50 . 

Cancel 

L M 

lOP'gh-i //O - 

Position: 

. Decinifl /O 

1 . 

j 



H Hyphens befween fabs 
/ Solid line befween fabs 

J Type a number (and unif, if you wish) fo specify fab 
posifion. Changes on fhe ruler are reftecfed here as well 
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You can choose the sort of tab you want: left aligned, right aligned, cen¬ 
tered on the column, or aligned on the decimal point. You can also 
choose the kind of leader character you want to fill the space between 
tabs. You can change the leader character or alignment for tab stops 
within a paragraph if you want—^for example, within a line of text you 
could align some tabs flush left and others on the decimal point. 

The ruler shows about six inches of text. Indents and tab stops appear 
just below the measurements on the ruler. Indents are preset to zero, and 
tab stops are preset at every half-inch. You do not see the preset tabs on 
the ruler. 

Click with the mouse on the positions where you want to set tab stops. 
The sort of tab inserted depends on your choices in the Tabs dialog box. 
To set the tabs, click the OK button. If you click Cancel, your changes 
are cancelled and the tabs go back to the previous settings. 

If you want to use a unit of measure other than inches, type the position 
plus a unit of measure in the “Position;” text box, then click OK. You 
need to repeat this for each tab you want to set. You can also use the 
Preferences command to change all units of measure. 

You can see tab stops on the ruler when you choose the Show Ruler com¬ 
mand from the Edit menu. You can also set tab stops by choosing the 
Show Ruler command, then clicking and dragging the tabs with the 
mouse. To move tabs, click and drag the tab stops to the new position. 

To delete tabs, click and drag the tab stops off the ruler. 

Indents also appear on the ruler. Use the Formats command on the Para¬ 
graph menu to set indents; or drag them with the mouse while you are us¬ 
ing the Tabs command. 
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Division Layout 


Document 
Diuision Layout... 


Footnote... 90E 
Running Head... 

Repaginate %i} 


The Division Layout command controls pagination; positions of page 
numbers, running heads, and footnotes; how many columns appear on the 
page; and how the division will break pages. When you create a division 
within your document, use the Division Layout command to specify how 
the page layout for the new division will var\^ from the layout for previous 
pages. 

When you choose the Division Layout command, you see the dialog box 
illustrated on these pages. 

Press the Command-Enter keys to insert a division mark; the division mark 
ends the old division format. If you choose the Division Layout command 
and your document contains no division marks, Word will insert a division 
mark at the end of the document when vou click OK. Word stores divi- 
sion information with the division mark. You can move or copy the divi¬ 
sion mark just as you would any other character. 

See the Footnote command for information on creating footnotes. 

See the Running Head command to create a running head and specify 
where it will appear in relation to the document text. 

See the Page Setup command for information on setting page margins. 


Diuision Layout 


Break^- 

O Continuous 
0 Column 
ri) Page 
O Odd 
O Cuen 


pPage Number Format^ 
(•.) Numerk ! 

O Roman lupperl . 

0 Roman (loader I 
0 fliphabetk (upperl 
O Alphabetic (loa»er I 



^Footnotes Appear- 
(•) On Same Page 
O At End of Diuision 


Auto Page Numbering: 
From Top: ^0.75" 
From Left:^7.25" 

Start Page Numbers At:^ 


Running Head Position: 

From Top: ^0.75" 

From Bottom: ^0.75" 

^ - 

Number of Columns: j1 
Column Spacing: ^0.5" 


>4 Click for sufomaHc p3ge numberQ. 

BS-C Specify pege number pociHon from fop end left. 

[? Type e pege number fhef will eferi division. 

B & F Specify e number end uni! for posiiion from edge of pege, 

G 8rH Number of columns on pege end emounf of spece befween them. 
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/ New division formai doesn V sfarf unfit beginning of next 
page after the division break. 

J [division break causes a new column to be started, with 
new division format. 

K Usually, Word starts a new page at division break. 

L New division starts on next odd-numberedpage. 

M New division starts on next even-numbered page. 


Oiuision Layout 

Break-. pPage Number Format^ 



r 


/ O Continuous N^ Numeric 
70 Column OQ Roman (upper) 

PQ Roman (louier) 
QQ RIphabetic (upper) 


Page 

L OOdd 


Cancel 


pFootnotes Rppear 
I (a) On Same Page 


470 tLien 


RO Alphabetic (loiuer) QO Rt End of Oiuision 


J L 


J L 


S fluto Page Numbering: 
From Top: 

From Left: 


0 . 75 ' 


7.25 ' 


Start Page Numbers Rt: 


Running Head Position: 
From Top: 

From Bottom: 

Number of Columns: 
Column Spacing; 


0.75 


0 . 75 ' 


0.5 


N I.2.3.4. . . 
0 UUII.IV. . . 

H 1,11,111, tv . . . 

Q A,B,C,[?. . . 


R a,b,c,cl. . . 

S Click fo place foolnole a! 
end of documeni or dMsion. 
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Footnote 


Document 


DiiPtsion Layout... 


Footnote... 


Running Head... 


Repaginate 9CJ 


Use the Footnote command to create a footnote, open the footnote win¬ 
dow, and specify whether you want automatically numbered footnotes. 

To create a footnote, first select an insertion point in the document text 
that you want to reference. Then choose the Footnote command. You 
will see this dialog box. 


/4 Word sufomsfically numberQ foofnofes for you . . . 


ri — 



A S Ruto-numbered Reference 


or 


Cancel 

V ■■ , ^ 

Footnote Reference Mark: 

• 

1 B 


B . . . but if you don f wsnf duiomsHc numberQ, 
fype 3 reference mark here. 


Word creates automatically numbered footnotes, or you can type the foot¬ 
note reference mark (up to ten characters long) in the text box. Your 
number or reference mark appears in the document text. It is super¬ 
scripted and in a smaller font. 

At the same time, the footnote window opens and the same number or 
reference mark appears there. Type the footnote text. There is no limit 
to the size of the footnote text. 

You can also open the footnote window without creating a new footnote. 
Press the Shift key while clicking and dragging the split bar down. When 
you release the mouse button, the footnote window will open. To close 
the window, click and drag the split bar to the bottom of the window. 

To delete a footnote, delete the reference mark in the document text. If 
you have automatically numbered footnotes, the numbers around the 
deleted footnote will adjust automatically. You cannot delete the footnote 
completely by deleting the text in the footnote window—^you will not be 
able to delete the last paragraph mark of the footnote text. 
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If you already have four ^vindows (including special windows and split 
windows) on the screen, the footnote window will not appear. However, 
your footnote will still be created. 

You can also expand and contract the footnote window using the mouse 
and the split bar. 

If you change the format of the number or reference mark in the docu¬ 
ment text, this change will not be reflected in the footnote window. 
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Running Head 


Document 


Diuision Layout... 


Footnote... 9CE 


Running Head 


Repaginate 


Use the Running Head command to create running heads (“headers” and 
“footers”) and to specify where you want them to appear in relation to the 
document text. The running head can have any format you like. 

To speciiy where running heads will appear in relation to the top and bot¬ 
tom of the page, use the Division Layout command. To specify a position 
from the left and right edges of the page, use the Formats command on 
the Paragraph menu to indent running heads just as you would any other 
paragraph. Note that the ruler shows the position of the running head in 
relation to the edge of the paper, not to the margins. (Changing the mar¬ 
gins has no effect on running heads.) 

To create a running head, select the running head text in the document or 
type the running head text. The running head should be a separate para¬ 
graph; it ends with the paragraph mark, and can be formatted like any 
other paragraph. Then choose the Running Head command from the 
Document menu. You see this dialog box. 

4 Running fields csn sppesr on even, odd, or firef pages 
^or on all pages. 


Running Head 

|[ OK ^ 

n A 

flrriit't nn 


Cancel ] 

^ Odd Pages 
^ Euen Pages 
□ First Page 


-Position—. 
(DTop B 

0 Bottom 



B You can have running heads af fhe fop or boHom offhe page. 


Specify^ whether you want running heads to appear at the top or bottom of 
the page. Also specify whether you want them to appear on odd and even 
pages, and on the first page of the document or division. The preset op¬ 
tions are running heads at the top of odd and even pages, except for the 
first page. 
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To print running heads at the top and bottom of a page, type the text as 
two separate paragraphs; then specify the positions separately, placing one 
at the top of page, and one at the bottom. If you specify a running head 
to appear on the first page, then the running head text must be at the top 
of the first page of the document or division. 

When you make a paragraph into a running head, it will no longer be 
printed in the body of the text. It will appear only in the specified posi¬ 
tion for the running head. Word displays running heads with a « in the 
left border of the window. 

To change a running head back into normal text, choose the Running 
Head command, and specify that the running head appear in none of the 
available positions. 


247 



Word Reference 


Repaginate 


Use the Repaginate command to see how editing changes made since 
printing will affect page breaks. You can also use Repaginate to see where 
page breaks will occur in an unprinted document. 

The Repaginate command does not affect page breaks that you insert by 
pressing Shift-Enter. These pages remain the same; those around them 
may be adjusted. 

When you choose the Repaginate command, the page break symbols in 
your document—the equal signs in the left margin—are adjusted to reflect 
the new pagination. Page breaks are stored with your document. 
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Appendix A 
Key Sequences 


You may prefer to use the keyboard to perform a task—^for example, to 
format as you type. With Word, you can use key sequences as well as the 
mouse for word processing tasks. 

Commands 

You can choose these commands by pressing Command key sequences in¬ 
stead of choosing from the menu. 


To choose,,. 

Press: 

To choose,,. 

Press: 

New 

Command-N 

Clear 

Command-B 

Open 

Command-O 

Show Ruler 

Command-R 

Close 

Command-W 

Show H 

Command-Y 

Save 

Command-S 

Find 

Command-F 

Print 

Command-P 

Change 

Command-H 

Quit 

Command-Q 

Go To 

Command-G 

Undo 

Command'Z 

Formats (character) 

Command'D 

Cut 

Command-X 

Tabs 

Command-T 

Copy 

Command-C 

Footnote 

Command-E 

Paste 

Command-V 

Repaginate 

Command-J 
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Editing Keys 

You can use the following editing key sequences as you type 


To insert ... 

Nonbreaking fixed space 
Page break 
New line 
Optional hyphen 
Expanded glossary name 
New division 

Leading “merge print” quote 
Trailing “merge print” quote 
Again key 

(Repeats your last action) 


Press: 

Command-spacebar 

Shift-Enter 

Shift-Return 

Command-hyphen 

Command-Backspace 

Command-Enter 

Option-Backslash 

Shift-Option-Backslash 

Command-A 
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Character Formats 

You can format characters by pressing these key sequences as you type: 

For this format. -. Press: 


Boldface 

Command-Shift-B 

Italic 

Command-Shift-I 

Underline 

Command-Shift-U 

Shadow 

Command-Shift-S 

Outline 

Command-Shift-D 

Superscript 

Command-Shift' = 

Subscript 

Command-Shift-hyphen 

Small caps 

Command-Shift-K 

Decrease font size 

Command-Shift- <; 

Increase font size 

Command-Shift- > 

Font change 

Command-Shift'E-wwmfe>er 

Erase character formats 
(except font) 

Command-Shift-Spacebar 


Fonts available on the Word master disk may vary. The numbers for the 
fonts may include the following: 

0 = Chicago 

1 = New York 

2 = Geneva 

3 = Monaco 

4 = Dover 

5 = Dover PS 
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Paragraph Formats 

You can format paragraphs by pressing these keys as you type: 


For this format: 

Press: 

Erase paragraph formats 
(normal) 

Command-Shift-P* 

Left aligned 

Command-Shift-L 

Right aligned 

Command-Shift'R 

Centered 

Command-Shift-C 

Justified 

Command-Shift-J 

Open spacing 

Command-Shift-O 

Indent first line .5” 

Command-Shift'F 

Nest paragraph .5” 

Command-Shift-N 

Unnest paragraph 

Command-Shift-M 


Hanging indent Command-Shift-T 

*If you select a picture, pressing Command-Shift-P restores the picture to 
its unsealed size. 

Mouse and Key Combinations 

To,,. Press: 


Copy selection 

Option + click 

Move selection 

Option-Shift + click 

Copy format to selection 

Option-Command + click 
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Appendix B 
Preset Options 


Word uses some standard preset formats for documents. In most cases, 
these settings will be fine for your documents. Changes to character, 
paragraph, document formats, and margins are saved with your document. 


Page Setup 


Margins 


Paper 


Top = 1 inch 
Bottom = 1 inch 
Left = 1.25 inch 
Right =1.25 inch 

US Letter 

8 1/2” X 11” 

Printed lengthwise 


Paragraphs 


Indents 

spacing 

Alignment 

Tabs 


None 

Single 

Automatically adjusted 
Left 

Left aligned every .5” 
Blank leader 


Printing 


Quality 

Pages 

Paper Feed 
Copies 


Standard 

All 

Continuous 

One 
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Document 


Page Numbers 

Automatic numbering 

Running Heads 

Numeric, continuous 

From top = .75” 

From left - 7.25” 

At top 

All pages except first 

From top = .75” 

From sides = .5” minimum 

Columns 

One 

Footnotes 

Same page, automatic numbering 

Division 

Breaks page 


Other Settings 


Character Format 

New York 

Find and Change 

12 point 
plain text 

Matches upper/low'ercase. 

Measures 

Finds embedded text. 

Searches from insertion point 
to end of document, then from 
beginning back to insertion 
point. 

Unit = inches 
(Preferences command) 

Display 

Save 

As printed (Preferences command) 
Formatting saved, no backup 
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Appendix C 

Disk Space and Memory 


When you receive your Word master disk, there will be little extra space 
on the disk for your work. 

The Word master disk includes the following documents and folders: 

■ The Word application 

■ The Macintosh System Folder 

■ The Printer Folder, which contains printer drivers supported by Word 

■ Standard (ilossary 

■ The Word Document Folder, which contains sample documents 

■ Word Flelp, which contains help information about Word 


If you have an external drive, you can store documents on a disk in the 
other drive. If you have one disk drive, you may need to move or delete 
some documents from your copy of the Word disk. 

You should never alter the Word master disk. You can make some 
changes to your copies of the Word disk to create more space on your 
disk. 

You should leave at least lOK free space on your copy of the Word disk. 
As you work, Word builds temporary documents on the disk for storing 
changes, and needs space on the disk for them. 


Using an External Drive 


Word operates most efficiently with an external drive. You can then store 
documents on a separate, formatted disk in the extra drive. You don’t 
need the Word program on this “document disk.” 

When you open documents, you can click the Drive button to see a list of 
documents on the disk in the external drive. When you save, use the Save 
As command and click the Drive button to save to the external drive; or 
use Save to save a document to the disk that it was opened from. Word 
saves to the disk volume named in the upper right portion of the Save As 
dialog box. This disk will be the one you specified the last time you 
clicked the Drive button. 



If you see the disk 
full message: 


[I] Click the OK button in the alert box. 
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[ 2 ] Choose the Save As command from the File menu. 

(3 Fill in the text box and choose any options you want. 

[ 4 ] If you have room on the disk in the external drive, click the Drive 
button to save to the external drive. Or click Eject to eject either 
disk, and replace it with a disk that has space on it. 

[ 5 ] Click the Save button. 


If Word runs out of disk space while printing, it will print one page at a 
time. If you specified multiple copies of the document, you will get the 
specified number of copies of each page, one at a time. 


To free disk space: 


Using Word With One Drive 

If you are using Word with one disk drive, you need the Word program 
on each Word disk you use, because Word needs to read parts of the pro¬ 
gram as you work. You will probably find it inconvenient to use “docu¬ 
ment disks” (formatted disks containing documents only), because you 
will have to swap disks very frequently. 

If you move all unneeded printer drivers, fonts, and documents from 
copies of the Word disk, you will be able to store 50-60 pages on each 
copy of the disk. 

■ Move any printer drivers you don’t need to another disk, or delete 
them, 

■ When you finish “Learning Word,” remove the MEMO document from 
your copy of the Word disk. 

■ When you feel familiar with Word, you can move the help document 
(Word Help) to another disk. 

■ Move fonts that you rarely or never use off the disk. Use the Font 
Mover on the Macintosh Utility disk. 

■ Make your copy of the Word disk a startup disk. See “Making Word a 
Startup Disk” below for details. 


You will find document moving operations easiest to do in the Finder. 

You cannot save to a folder, but you can arrange documents in folders us¬ 
ing the Finder. 

If you have more than one printer, you might want to move each printer 
driver onto a separate disk, with the documents that you will print on that 
printer. For example, if you like to print all your correspondence with a 
daisy wheel printer, you can keep all your letters and the daisywheel 
printer driver on one disk. Word will always read the disk, and display 
text as it would be printed using that particular driver. 



Disk Space and Memory 


If you see the disk 
full message: 


To copy Word to a 
hard disk: 


To make Word the 
startup disk: 


[1] Choose the Save As command from the File menu. 

[ 2 ] Click the Eject button and insert another Word disk that has plenty of 
space on it. 

13 Click the Save button to save your work. 


Using a Hard Disk 

If you are using Word with a hard disk, copy your Word master disk using 
the following procedure. 

Ul Open the desktops for your Word master disk and your hard disk. 

[ 2 ] Move the Word documents and folders to the desktop for the hard 
disk. You can move them one at a time, or as a group (by extending 
the selection). 


Warning Do not use the Macintosh Disk Copy utility to copy the 

master disk. Do not completely replace the contents of 
the hard disk with the Word disk, unless the hard disk is 
empty. 


Making Word a Startup Disk 

If you need more space on your disk, you can make your copy of the 
Word disk a startup disk and remove the Finder from the disk. (The 
Finder takes up about 55K on your disk.) Then every time you turn on 
your Macintosh and insert your copy of the Word disk, the Word program 
loads automatically. This means that when you insert your disk, the first 
thing you see will be an untitled document, instead of the desktop. 


[T] Insert any disk with the Finder on it. (You need to start up the Mac¬ 
intosh with another disk if you are going to remove the Finder from 
the Word disk, because Macintosh has to return to the Finder when 
you quit a program.) 

[3 If you do not have an external drive, eject the disk. 

13 Insert your copy of the Word disk. If you have an external drive, in¬ 
sert the Word disk in the external drive. Click on the desktop to 
select the Word icon. (Do not double-click.) 



Choose Set Startup from the Finder’s Special menu. 
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[3 You will see an alert box asking you to verify that you want Word as 
the startup application. Click OK to continue. This makes Word the 
startup program. 


To discard 
the Finder: 


Now you can discard the Finder. 

m Double-click to open the System folder. 

[ 2 ] Click to select the Finder icon. Drag it to the trash can. 

[3 When you choose Empty Trash from the Special menu, or eject the 
disk, the Finder will be deleted. 


You will also notice these differences in the way the program works: 

■ When you insert the Word disk, you do not see a desktop. The Word 
program is loaded automatically. 

■ You cannot manipulate documents using the Finder. You will need to 
insert a disk containing the Finder, eject it, then insert the altered 
Word disk. 

■ When you quit Word, you will not exit to the Finder (unless you have 
the Finder on a disk in another drive). Word quits and ejects the 
disk. You will be asked to insert a disk with the Finder on it. 


Using Print Merge 

If you work with form documents very often, you may have problems 
with memory occasionally, because the Print Merge command requires a 
lot of space on the disk for building these documents. 

Word combines the main document and the merge document before it 
prints the entire document. If your merge document contains a lot of 
data records. Word will build a very^ large form document. 

You can insert as manv files as vou want with the INCLUDE instruction 
and have any number of data files; but Word builds the entire form docu¬ 
ment and then sends it to the printer. So the number of documents you 
can insert with the INCLUDE instruction is limited by the amount of space 
on the disk. 


Note The main document, the merge document, and any docu¬ 

ments inserted with the INCLUDE statement must be on 
the same disk. 





Appendix D 

Using Word With 
Other Applications 


You can use Microsoft Word with any other Macintosh application to mix 
text with graphics or data. Generally, there are two ways to do this: 

■ You can save an entire document in an ASCII text file (unformatted) 
and copy the text file into an application that accepts ASCII files. 

■ You can copy the text or picture to the Clipboard or the Scrapbook, 
then copy the information from one application to another. 


You will find it convenient to use the Clipboard to move one block of 
text at once. But the Clipboard holds only one block of text at a time. If 
you have several things scattered throughout a document (or on a disk), 
you can use the Scrapbook instead. 

If you use the Clipboard to copy or move text or pictures from one 
Macintosh application to another, any formatting that was applied to that 
text or pictures will be lost. 


Note When you move text between Word and any Microsoft 

application that uses data, make sure that your text is 
separated by tabs. Otherwise, your text will appear in the 
second application as a large string of characters rather 
than as separate data items. Using tabs to separate data 
items is the common element of most of the Microsoft 
Macintosh applications. 


Microsoft File 

You can copy and use unformatted documents from Microsoft File direct¬ 
ly, without having to move text into the Clipboard. To use a File docu¬ 
ment with Word, you need to save the File document as text output. This 
removes all File formatting and inserts tabs between information in data 
records. 
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To save a Datafile 
as a Print Merge 
document: 


To save a Report as 
Text Output: 


To move text 
into File: 


\T\ Organize the data in the Datafile window or document. See the File 
manual for details. 



From the Microsoft File program, choose the Save Records As 
command. 


0 Click the box labeled “Text (Microsoft Print Merge).” 

[4] Once you have saved the File document as a text file, you can copy 
this document to the Word disk using the Finder. 


The most common use for this information transfer is to use this docu¬ 
ment as a merge document. Use the Print Merge command to print your 
form documents as described in Chapter 9, “Printing Documents” chapter 
in “Using Word.” 


m 

E 

T 


Design the Report in File; see the File manual for details. 

Save the Report separate from the Datafile by choosing the Save Re¬ 
port As command. 

Check the “Text Output” option in the dialog box. 

File saves the report text in tabular format (without File formatting). 
Now you can copy this document to the Word disk using the Finder. 


You can also use unformatted Word documents in Microsoft File. You can 
save the Word document as text only, then move the entire document 
onto the File disk with the Finder. 

[T] Separate the information in the Word document with tabs; File will 
use the tabs to separate the information into the appropriate fields. 

[ 2 ] Choose the Save As command, and click the “Text Only” option. 

13 Close the document and quit Word. 

[ 4 ] Copy the Word document onto the File disk using the Finder. 

[3 Prepare the fields and organize the data as you would in any other 
File document. 
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Other Applications 


If you want to insert only a portion of a Word document, use the Clip¬ 
board or Scrapbook to move the text you want. To do so, you need to 
prepare the fields in the File document first. You should also keep in 
mind that all formatting to the Word document will be lost, except for 
tabs, which File will read as separators. 


Microsoft Multiplan 

You can move parts of Multiplan worksheets into Word using the Clip¬ 
board or Scrapbook. You can also copy any documents saved in SYLK for¬ 
mat to use in Word, just as you would any other unformatted ASCII text 
file. 

When you copy Multiplan documents into Word, the numbers lose their 
properties and are treated as text—^you cannot calculate, and any links are 
dissolved. The numbers format is kept, however. Tabs are inserted 
between the numbers as separators. 

To move Word documents into Multiplan, you can use the Clipboard or 
Scrapbook to transfer the text. Or you can save the Word document as 
text only and copy the document to the Multiplan disk. Use tabs to 
separate the text entries into different cells. Use the Return key to start a 
new row. Open the document in Multiplan as you would a SYLK 
document. 


Microsoft Chart 

You can copy the data series or the chart from Chart. Copy the data 
series and graphics separately. Use the Clipboard or Scrapbook to copy 
one, then the other into the Word document. You can also save the chart 
as a SYLK document. 

Word will read the data from Chart as text, and will treat the chart as pic¬ 
tures. See the section below on “MacPaint and MacWrite” for information 
on using pictures in Word. 

When transferring Word text into Chart, make sure your text is in tabular 
format. You can transfer blocks of text using the Clipboard or the Scrap¬ 
book; or you can save the Word document as text only, then open it in 
Chart as you would a SYLK file. 
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MacPaint and MacWrite 

Use the Clipboard or Scrapbook to copy or move pictures from MacPaint 
into a Word document. 

Once you have moved the picture, you can change its size and shape, and 
indent or align the picture. 


To change a 
picture; 


To restore a picture 
to original shape 
and size: 


|T] First select it. Click on either side of the picture. A box appears 
around the picture and there are three squares at the bottom of the 
box. 

|1] Click and drag the square at either corner to widen the picture. 

[3 Click and drag the square in the middle to lengthen the picture. 

Q] Click and drag the picture frame to mov^e the picture horizontally. 

[0 Select the picture. 

|T| Press Command-Shift-P to restore original size and shape. 


You can align pictures with the Paragraph commands. The preset align¬ 
ment is left justified; choose a command to change the alignment, or 
select and drag the picture to the position you want. 

Word can use formatted MacWrite documents just as if they were Word 
documents. However, you cannot use a formatted Word document with 
MacWrite. 


262 




Appendix E 
Daisywheel Printers 


This appendix includes the following information; 

■ Dais\^heel Printers 

■ The Word Screen 

■ Printer Setup 

■ Fonts 


Install your printer according to the instructions in your printer manual. 

A printer driver is a program that allows Word to communicate with your 
printer. Printer drivers are often customized to a particular printer. You 
must have a printer driver on your disk to use a printer with Word, 

Move or delete any printer drivers that you don’t use from your copy of 
the master disk. (Never alter the Word master disk.) Most people only 
have one or two printers, and the drivers take up a lot of disk space. 
When you get ready to print, the dialog box in Printer Setup shows a list 
of the printer drivers that are on the disk. 


Daisywheel Printers 

The Word master disk includes drivers for some or all of the following 
printers; 

Imagewriter 
Apple Daisy 
NEC 

Diablo 620/630 

Brother HR15, HR25, HR35 

TTY printers 

The Printer Folder on the Word master disk may contain other printer 
drivers as well. Move or delete any printer drivers you don’t use from the 
disk. 

The Word Screen 

The Word window displays printer quality text. This is the preset option 
(in the Preferences command, Edit menu). This means that Word shows 
you what you will get when you print. Word reads the printer driver in¬ 
stalled on your disk, and adjusts the screen to conform to the printer. 
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This manual shows screens produced with an Imagewriter. If you have a 
daisywheel printer driver on your copy of the Word disk, your screen 
may look very different from the screens shown in this manual. You may 
not see many of the special fonts and formats discussed in this manual. 

If you have a daisywheel printer but want to see the fonts anyway, choose 
the Preferences command from the Edit menu. The “Display as Printed'’ 
option is already turned on; click to turn it off. Keep in mind that your 
line breaks on the screen will differ from those that will actually appear 
when the document is printed. 


Printer Setup Command 

Use the Printer Setup Command or the File menu to specify the type of 
printer you want to use. 

To Specify a printer: Q] choose the Printer Setup Command. You will see a dialog box con¬ 

taining the names of the printer drivers on your disk. 


Click if you have a daiQy\/^eel printer. 


Printer Setup 


Imdgelliriter 


Brother 

RppteOaisy 

NEC7710 

Diablo630 

Typemriter 
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Click to choose a driver. Word always selects the last printer driver 
you printed with as the preset. If you want to use a different printer, 
you need to specify which one. 

Choose the type of print wheel you will be using in the “Pitch” sec¬ 
tion of the dialog box. 

Click the OK button. 






































Daisywheel Printers 


You can also choose one of the special daisywheel fonts that are included 
on the Word disk. To do so, choose the Format command on the Charac¬ 
ter menu and select the font that corresponds to your print wheel. 

The list below shows the daisywheel fonts that are available with Word. 
Printing elements are measured by “pitch,” or number of characters per 
inch. Since Word measures in points, the corresponding point measures 
are given in the right column of the list: 

Dover lO(PlO) 12 points 

Dover 12(P12) 10 points 

Dover 15(P15) 8 points 

Dover PS (Proportional) 12 points 


10, 12, and 15-pitch fonts are “fixed-pitch” fonts; the width of all charac¬ 
ters in the font are the same. In PS, some characters are wider than oth¬ 
ers. 

Some printers supported by Word cannot print in proportional spacing. 

If you want to use a daisywheel printer and an Imagewriter, you can plug 
the daisywheel into the modem port and the Imagewriter into the printer 
port. Then you can specify in the “Port” section of the dialog box to send 
output to the daisywheel attached to the modem port. (The Imagewriter 
always sends output to the printer port.) 


Warning Make sure you have a printer plugged into the modem 

port before changing the “Port” setting. Do not set the 
printer to the modem port if you have a hard drive at¬ 
tached to the modem port. Set the printer to the modem 
port only if there is a printer attached. 


You can also change the baud rate in the Printer Setup dialog box. See 
your printer manual for the correct baud rate setting for your printer. 
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Terms 


Active 


Al ignment 


Of the things you are working with, the one to which the next command 
will apply (for example, the active window). This item is selected. See 
also Selection. 

The horizontal position of text on the page. 


Left 

Centered 

Right 

Justified 


Lines are aligned flush left, ragged right 
Lines are centered. 

Lines are aligned flush right, ragged left. 

Lines are aligned flush left and right; 
spacing is adjusted to fill in. 



See also Justified. 

Autonumbered 

footnote 

A footnote number that Word inserts automatically in document text and 
in the footnote window. You can specify that Word do this in the Foot¬ 
note command on the Document window. This type of footnote refer¬ 
ence appears as a superscript small number. See Footnote reference mark. 

Backspace 

The Backspace key backs over text and deletes it. You can also backspace 
to delete the selection. 

Baseline 

The bottom of the line of text. 

Boilerplate 

Text that is used over and over without change, such as a company’s own 
address, a copyright notice, or even whole sections of papers or reports. 

Boldface 

A typeface which is darker and heavier than normal text. 

Break 

A place where the text is deliberately stopped and a new start follows. 
Examples of breaks are word breaks, line breaks, paragraph breaks, page 
breaks, and division breaks. 

Caps 

Capital letters. 

Case 

The forms of letters, either capitals (uppercase) or small letters (lower¬ 
case). 

Character 

Any number, letter, punctuation mark, symbol, or special mark (e.g., @, , 
*, %, $) that you type as text. 
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Check box 

Choose 

Click 

Close box 

Command 

Cut and paste 

Data record 
Delete 
Dialog box 
Division 

Division mark 
Document 

Embed 

End mark 
Expand 

Extend 

Field 


A box for choosing an option. Clicking a check box puts a check in it and 
chooses the option. If the box is already checked, clicking removes the 
check and cancels the option. 

To pick a command from a menu. 

To press and release the mouse button on the spot where you want to 
perform the next task. 

The icon on the left end of the title bar. Click this icon to close a win¬ 
dow. 

An instruction to Word to perform a task. A command may have one or 
more options. 

To edit a document by combining documents and parts of documents. 

Use the Cut command to move text from the document into the Clip¬ 
board, and the Paste command to insert the text at the new location. 

A group of related fields in a merge document. Use the Return key to end 
a data record. 

To remove text permanently from the document you are working on. Use 
the Clear command or the Backspace key to delete text. 

A box where you make choices or provide information needed to perform 
a task. 

The point at which you change the page layout, page numbering, or run¬ 
ning head within a document. (For example, you might make an index or 
each chapter of your document a separate division.) 

The character displayed as a line of colons indicating the start of a new 
division. 

Any text you save on the disk is a document. A Word document includes 
both text and any formatting which has been applied to it. Common 
types of documents are letters, reports, memos, pamphlets, and brochures. 

To put text within other text. For example, you can embed a page 
number in a running head. When using the Find or Change command, 
you can encounter text embedded in words. For example, you might find 
“the” in the words theatre, breathe, or theme. 

The diamond indicating the end of a document. 

To replace a glossary name with the full glossary entry text by pressing 
Command-Backspace. 

To lengthen a text selection, using the Shift key and the mouse. 

For form documents, a piece of information that is merged into the main 
document from the merge document. In the main document, the field 
name is surrounded by special characters « ». In the merge document, 
fields are separated by commas or tabs. When you print, the field name is 
replaced with the field from the merge document. 


Terms 


Field name 


Find 

Flush 

Font 


Footers 

Footnote reference 
mark 

Form document 


Format 


Global search 
Glossary 

Glossary entry 


For form documents, the name of a general category of information. Type 
the field name, surrounded by special characters « + », in the main docu¬ 
ment at the location( s) where you want information added from the 
merge document. The field names should match the header record, 
although they need not appear in the same order. 

To look for a specific occurrence of text in a document using the Find 
command. 

Aligned on either the left edge (flush left) or the right edge (flush right) 
of the line or column. 

The design of the alphabet in which text is displayed or printed, such as 
New York (a textbook font) or Geneva (sans-serif font). The system on 
the Word master disk may include the following fonts: 

Chicago 
New York 
Geneva 
Monaco 
Dover 8 
Dover 10 
Dover 12 
Dover PS 

See Running head. 

The mark that appears in the text of a document to direct you to a foot¬ 
note. You can specify a reference mark up to ten characters long, or you 
can specify that Word number them automatically. See Autonumbered 
footnote. 

A printed document created by merging two special documents; the main 
document and the merge document. Standard text from the main docu¬ 
ment is combined with data or other information from the merge docu¬ 
ment. The result is the customized form document. See Main document, 
Merge document. 

The way text looks on the page. With Word, you can format a document 
on three levels. You can format the position and appearance of charac¬ 
ters, the alignment and spacing of lines and paragraphs, and the overall 
design of an entire document. 

See Find. 

A special window where text can be stored and later retrieved by name. 
To expand the glossary entry in a document, type the glossary name and 
hold down the Command key while pressing the Backspace key. 

The repetitive text that you store in the glossary window. Create an entry 
by cutting or copying the text from a document, then pasting it into the 
glossary window. You name the glossary when you create it. 
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Glossary name 
Gutter margin 


Hanging indent 
Header 

Header record 


Highlight 

Hyphen 

Indent 

Insertion point 
Justified 

Keep 


The name you assign to a glossary^ entrv^ when you create it. 

The inner margins of facing pages of a document; that is, the left side of 
odd pages and the right side of even pages. These margins can be wider 
than the outside margins to allow extra space for binding. Use the Page 
Setup command on the File menu to specifv^ a gutter margin. 

An indent of the first line that is less than the indent of subsequent lines, 
so that the first line of a paragraph is wider than the rest of the lines. 

See Running head. 

The first data record in a merge document. This record is special because 
it contains the identifying words that match the field names in the main 
document to the pieces of information contained in the merge document. 
The subsequent data records in the merge document must be in the same 
order as the header record. 

An area appearing in reverse video to indicate the selected text. 

Word recognizes two types of hyphens: ordinary hyphens, and optional 
hyphens. See Optional hyphen. 

The distance between the beginning of a line and the left margin, or the 
end of a line and the right page margin. Indents normally make text nar¬ 
rower than the margins. A zero (0) indent measurement aligns the first 
line on the margin. See also Hanging indent. 

A blinking vertical bar indicating where text will be inserted into a docu¬ 
ment as you type. 

Text whose right and left edges are flush with the right and left indents, 
or if a zero indent is specified, flush with the right and left margins. If 
you have a multi-column document, text will be flush left and right on the 
columns. Spaces are enlarged between words to make the text fill the 
whole line evenly. See also Ragged. 

This is an instruction to “keep” all of the specified text (usually two para¬ 
graphs) together on a page. Word prints the text on a new page rather 
than splitting it between pages. See Chapter 7 on “Formatting Your Work” 
for more information. 
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Leader character 


Line spacing 
Main document 

Margin 

Master disk 

Measure 


A character that fills a tab, drawing the reader’s eye across columns, as in 
a table of contents. Use the Tabs command on the Paragraph menu to 
select any of the following leader characters: 

■ blank (no leader character) 

■ period . 

■ hyphen . 

■ underscore_ 


See also Tab. 

The amount of space between lines of text within paragraphs, and the 
number of blank lines above and below the paragraph. 

A document containing standard text that is the same for all copies of a 
form letter or form document, plus special fields where Word inserts vari¬ 
able information from another document (the merge document). See also 
Merge document. 

The area from the edge of the page to the edge of the text. (This area 
does not include indents.) Use the Page Setup command to set margins on 
the left, right, top, and bottom of the page. You can also set a gutter mar¬ 
gin. See also Gutter margin. 

The disk you receive in your Microsoft Word package. This disk contains 
a special identification that Macintosh must read when you start the Word 
program after turning on the Macintosh. You can make as many copies of 
the master disk as you want. If Macintosh needs to read the identification 
at any time, you will be prompted to insert the master disk. 

The units in which distances and sizes are given in Word, including 
inches, centimeters, picas, pitch, and points. Use the Preferences com¬ 
mand on the Edit menu to indicate a unit of measure: 


■ Inches (in., ”) 

■ Centimeters (cm.) 

■ 10-pitch (plO) 

■ 12-pitch (pi2) 

■ Points (pt) 

■ Lines (li) 
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Word Reference 


Merge document 
Move 

Nest 

Nonbreaking space 

Normal 

Open spacing 
Optional hyphen 

Orphan 

Page break 
Pagination 


Paragraph 


A document that contains pieces of information to be merged into a main 
document for form letters and other form documents. 

To move text to another place in the document or to another document. 
In Word, you move text by cutting it to the Clipboard, then pasting it into 
the desired location. 

To increase the indent of a paragraph from the preceding paragraph. Each 
subsequent nested paragraph is indented another increment from the one 
before it. 

A space that you insert between two words so that they will not be 
separated by a line break. Insert a nonbreaking space by pressing 
Command'Spacebar, This space is fixed and cannot be contracted or ex¬ 
panded when you justify the line. 

The preset format used by Word tor paragraphs: single spaced, flush left, 
and unjustified. 

An extra line space added above a paragraph. 

A hyphen that separates parts of a word, but is invisible until needed. To 
insert an optional hyphen, press the Command-hyphen keys. 

The first line of a paragraph that appears alone at the bottom of a page or 
column, while the rest of the paragraph appears on the next page or 
column. Word automatically avoids page or column breaks that leave or¬ 
phan lines. 

The place where the page ends. Normally, Word breaks the page automat¬ 
ically; however, you can specify page breaks by pressing the Shift-Enter 
kevs. 

To create page breaks and page numbers in documents. Use the Division 
Layout command to choose any of these page numbering options: 

■ Arabic 1, 2, 3, 4 

■ Roman uppercase I, II, 111, IV 

■ Roman lowercase i, ii, iii, iv 

■ Alphabetic uppercase A, B, C, D 

■ Alphabetic lowercase a, b, c, d 

LJsually Word breaks pages automatically. If you wish to insert a page 
break at a particular place, do so by pressing the Shift-Enter keys. 

The text between two paragraph marks, including the trailing paragraph 
mark. Paragraph formats control alignment, line spacing, and indentation. 
See also Paragraph mark. 


Terms 


Paragraph mark 

Paste 

Pica 

Pitch 

Point 

Point size 
Preset option 

Ragged 

Reference mark 
Return key 
Roman 

Roman numerals 
Ruler 

Running head 

Save 

Select 

Selection 


A character at the end of a paragraph. This character is normally invisible. 
To insert a paragraph mark, press the Return key. Use the Show H com¬ 
mand to make paragraph marks visible. 

To insert into a document whatever was last cut or copied to the Clip¬ 
board. 

A unit of measure. One pica equals 12 points and six picas equal one inch. 
One point also equals one pixel on the Macintosh screen. 

A measure of the number of characters per inch of paper, horizontally. 
Typically, typewriters and printers use 10-pitch (10 characters per inch) 
or 12-pitch (12 characters per inch). 

A measurement used by typesetters and printers. One point equals 1/72 
of an inch, and 12 points equal one pica. 

The height of a font measured in points. 

Information already supplied by Word in a dialog box. You may replace a 
preset option with your own response. 

Text with an uneven left (ragged left) or right (ragged right) edge. See 
also Justified. 

Text in the document that refers to footnoted text. A reference mark can 
be up to 10 characters long. You can specify your own reference mark; 
otherwise, Word uses automatically numbered footnote references. 

The Return key inserts a paragraph mark in the document text, and causes 
a paragraph break. You can see the paragraph marks when you choose 
the Show (P) command. See also Paragraph mark. 

The preset character font that Word uses—12 point New York. 

1, 11, III, IV, V, and so on. 

The horizontal line that appears on the top edge of the window and 
displays the positions of tabs and indents. To change these positions, 
move the markers along the ruler with the mouse; or use the Formats 
command in the Paragraph menu. 

Text that appears at the top (header) or bottom (footer) of printed pages. 
Running heads may include page numbers, dates, titles, or other text. 

To store a permanent copy of a document on disk with the Save com¬ 
mand. 

To choose the character, paragraph, or text to be affected by the next 
command. 

The highlighted character or group of characters that will be affected by 
the next command you choose. 
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Selection bar 

Small caps 

Split bar 

Subscript 

Superscript 

Tab 


Text 

Text box 


Typeface 

Undo 

Widow 

Window split 
Wordwrap 


An area on the left side of the active window, used for selecting blocks of 
text. It is invisible, but the mouse pointer shifts direction when you are 
in the selection bar. 

Capital letters that are smaller than the capital letters for the font size you 
are using. 

The bar at the top or to the right of a window that you can use to split or 
close a window with the mouse. See also Window split. 

Text that appears slightly lower on a line than the text around it. 

Text that appears slightly higher on a line than the text around it. 

A position for aligning text in columns by using tab characters. Use the 
Tabs command on the Paragraph menu to set and clear tabs. The follow¬ 
ing tabs are available: 

Left Text is aligned flush left on the tab 

Center Text is centered around the tab 

Right Text is aligned flush right on the tab 
Decimal Decimal points are aligned on the tab 


All characters that make up your document. 

A place in a dialog box to type information or check an option. This tells 
Word how to carry out a command. When Word displays a dialog box for 
a command, it often supplies preset options in some text boxes; you may 
replace or edit a text box, or leave it as proposed. See also Preset op¬ 
tions. 

See Font. 

To reverse the most recent editing command with the Undo command. 
Undo can itself be undone. 

The final line of a paragraph when it appears alone at the top of a new 
page or column, while the rest of the paragraph is on the preceding page 
or column. Word avoids page or column breaks that would leave widows. 

A horizontal split in the active window, created by dragging the split bar 
from the top of the right scroll bar to the spot where you want the split. 

Automatic shifting of a word to the next line. When you are typing text 
and you reach the right margin. Word checks to see if the word you type 
fits completely on the line. If not. Word automatically places the whole 
word on the next line. 
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About Microsoft Word command 
description, 204 
getting help, 26 
how to use, 26 
Again key sequence, 62, 250 
Alignment of text, 32, 237 
key sequences, 252 
preset options, 253 
See also Tabs; Margins 
Apple menu, 202 
commands, 204 

ASCII documents, 206, 259, 26l 
ASK instructions, 180 
form documents 
examples, 180 
Print Merge command, 213 
Backspace key 

deleting text, 18, 22, 67 
Backup copies, 193 
Bold command 
description, 234 
how to use, 49, 101-02 
key sequence, 251 
Breaks 

column, 146-48 
line, 62 
options, 148 
page, 63, 149 

key sequence, 250 
preset option, 253 
paragraph, 62 
preventing, 62 
word, 62-63 
Buttons 

Cancel, 203-04, 207 

Drive, 206 

Eject, 206 

Help, 204 

OK, 203 

Open, 206 

Cancel button, 203-04, 207 


Canceling 

commands, 218 
formats, 193 
printing, 169 
searches, 80 

Capacity, Word disk, 255-58 
Caps, small. 

See Small Caps command 
Centered command 
description, 237 
how to use, 43, 113-15 
key sequences, 252 
Centering text, 43, 113-15 
Change command 
description, 231 
how to use, 80 
key sequence, 249 
See also Finding and changing 
text 

Changing document appearance 
See Formatting characters; 
Formatting paragraphs; 
Tabs 

Changing font, 103-04 
Changing font size, 104-05 
See also Font size 
Changing formats 

character, 100-10, 235 
indents, 123 
key sequences, 252 
paragraph, 111-26, 237 
Changing preset measures, 127 
Changing search text, 79 
Changing text 

See Change command; 

Finding and changing text 
Changing units of measure, 128 
Character formats, 100-10 
erasing, 101 

key sequence, 251 
preset options, 254 


Character formats (continued) 
See also Formatting characters; 
Fonts 

Character menu, 100-02, 202 
commands, 234-36 
Characters, invisible, displaying, 
226 

Characters, number of, 28, 
208-09 

Chart, Microsoft 

using with Word, 261 
Checkmarked commands, 199, 
203 

Clear command 
description, 221 
how to use, 67 
key sequence, 249 
Clipboard 

closing window, 222 
displaying, 89 
glossary entries, 93-96, 

222-23 

inserting text from, 66-70 
moving text, 33-34 
opening window, 90 
Close box, 268 
Close command 

closing windows, 40, 90 
description, 207 
how to use, 190 
key sequence, 249 
See also Close box 
Closing documents, 207 
Closing windows, 29, 40 
Clipboard, 222 
document, 190 
footnote, 154 
split, 89 

Colon (:) in document name, 

193 
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Columns 

breaks, 146-47 
preset options, 146-47, 254 
setting up, 146-47 
spacing, 147 

Command key sequences, 249 
Commands 

About Microsoft Word, 5, 204 
Bold, 234 
canceling, 218 
Centered, 43, 237 
Change, 37, 231 
checkmarked, 199 
Clear, 221 
Close, 207, 222 
Copy, 35-36, 218 
Cut, 33-34, 218 
definitions, 199 
dimmed, 199 
Division Layout, 141-49, 
242-43 

Double Space, 116, 237 
Find, 37, 231 
Footnote, 150-57, 244 
Formats, 115-20, 234 
character, 235-36 
paragraph, 238-39 
Go To, 233 
Italic, 234 
Justified, 237 
key sequences, 249-51 
Left, 237 
Merge 

See Print Merge 
New, 189, 205 
Normal, 237 
Open, 188-90, 206 
Open Space, 116, 237 
Outline, 234 
Page Setup, 170-72, 210 
Paste, 33-34, 220 
Plain Text, 234 
Preferences, 128, 227 
Print, 212 

Print Merge, 174-86, 213 


Commands (continued) 

Print Merge (continued) 
ASK instruction, 214 
DATA instruction, 214 
1F...ELSE...END1F instruction, 
214 

1F...END1F instruction, 214 
INCLUDE instruction, 214-15 
Main document, 213 
Merge document, 213 
NEXT instruction, 215 
SET instruction, 215 
Printer Setup, 216, 264 
Quit, 217 
Redo, 218 
Repaginate, 247 
reversing, 75, 218 
Right, 237 

Running Head, 158-65, 245 
Save, 27-28, 208-09 
Save As, 27, 208-09 
Shadow, 234 
Show Clipboard, 222 
Show Glossary, 223 
Show (P), 237 
Show Ruler, 225 
Single Space, 234 
Small Caps, 234 
Subscript, 234 
Superscript, 234 
Tabs, 240-41 
Underline, 234 
Undo, 20, 218 
Commas in fields, form 
documents, 178 
Conditional instruction, form 
documents, 183 
Copy command 

copying text, 35, 68-74 
description, 219 
how to use, 68 
key sequence, 249 
Copying documents to another 
disk, 5 

Copying fonts, 108-09 


Copying formats 
character, 108 

mouse and key combination, 
252 

paragraph, 121 

See also Formatting characters; 
Formatting paragraphs 
Copying text, 68-74 

between applications, 74 
between documents, 72-73 
Copy command, 35, 219 
mouse and key combinations, 
71, 252 

Paste command, 220 
Copying Word master disk, 257 
Copying Word to a hard disk, 257 
Correcting mistakes 
See Deleting text; 

Mistakes, correcting; 

Undo command 
Creating divisions, 142 
Creating footnotes, 150-52, 244 
Creating form documents, 

174-86 

Cut command 
deleting text, 23, 67 
description, 219 
how to use, 67 
key sequence, 249 
moving text, 33, 68 
Daisywheel printers, 263-65 
DATA instruction, form 
documents, 
examples, 181, 214 
Data records 

form documents, 177, 178 
Datafile, 260 
Deleting fonts, 107, 256 
Deleting footnotes, 156, 244 
Deleting formats 
character, 193 
paragraph, 193 

Deleting glossary entries, 96, 224 
Deleting running heads, 163 
Deleting tabs, 135 
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Deleting text 

Backspace key, 22, 67 
Clear command, 67, 221 
Clipboard, 23, 67 
Cut command, 23, 67, 219 
entire document, 67 
footnotes, 244 
glossary entry, 224 
one or more characters, 67 
overtyping, 67 
running heads, 163 
search text, 231 
summary of methods, 67 
Dialog boxes 
filling in, 27, 203 
list boxes, 203 
text boxes, 203 
Dimmed commands, 199 
Discarding the Finder, 258 
Discarding formatting, 193 
Disk 

ejecting, 206 
hard, 257 

identification prompt for 
master, 257 
Disk drives 
external, 255 
one-disk, 256 
two-disk, 190 
Disk full message, 255-57 
Disk space, 255-58 
for Print Merge, 258 
freeing, 256 
running out of, 256 
Display 

as printed, 228 
preset options, 254 
quality, adjusting, 227 
Displaying a glossary, 95 
Displaying ruler, 129 
Division Layout command 
description, 243 
how to use, 142 
key sequence, 241 


Divisions 

creating, 142 
key sequence, 250 
mark, inserting, 243 
preset options, 254 
Documents 

ASCII (unformatted), 206, 259, 
261 

closing, 207 
closing windows, 190 
complex, 137 
editing, 61-97 
finding, 31, 87 
form, 174-86 
formatting 
(see Formats) 
list of, 31,206 
main (form), 174-76 
menu commands, 202 
merge, creating, 177-79 
name 

colon in, 193, 208 
valid character in, 208 
number of characters in, 28, 
192, 208-09 
opening, 31, 206 
existing, 188 
on different disk, 190 
windows, 87, 188 
preset options, 254 
printing, 167-86 

Print command, 212 
saving 

backups, 193 
new, 192 
options, 192 
to different disk, 193 
without formatting, 193 
storing on disk, 255 
viewing several parts, 88 
See also Form documents 
Document menu, 202 
commands, 243-47 
Double Space command 
description of, 237 


Double Space command 
( continued) 
how to use, 116 
Drive 

See Disk drives 
Drive button, 206 
Edit menu, 202 
commands, 218-28 
Editing 

documents, 61-97 
footnotes, 150 
glossary text, 96 
keys, 250 

running heads, 162 
text, 61-97 
key sequences, 250 
during search, 79 
Eject button, 206 
Ending a line, 62 
Ending a page, 172 
Ending a paragraph, 62 
Entering text, 62 
wordwrap, 62 
Erase 

See Deleting text 
Expanding glossary name, 223 
key sequence, 250 
Extending a selection, 22 
External drive, using, 255 
Fields, form documents, 176 
File menu, 202 
commands, 204-17 
File, Microsoft 

using with Word, 259 
Find and Change, preset options, 
254 

Find command 

description, 76, 229 
how to use, 77-79 
key sequence, 249 
Finder 

discarding, 258 
moving documents, 256 
Finding and changing text 
37-40, 76-83 
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Finding and changing text 
( continued) 
automatically, 80, 82 
canceling search, 80 
editing while searching, 79-83 
options, 77, 81-82, 254 
Search menu, 76 
wild card characters, 76 
Finding a document, 31, 86 
Finding page numbers, 84, 233 
Go To command, 233 
Finding text 

See Finding and changing 
text 

First line, indenting, 118, 252 
Fixed spaces 
displaying, 226 
key sequence, 250 
uses for, 62 
Font size, 104 
copying, 108-09 
decreasing, 104 
key sequence, 251 
increasing, 104 
key sequence, 251 
Fonts 

changing, 251 
copying, 108-09 
list of, 236, 251, 265 
moving, 256 

names and numbers of, 251 
preset, 254 
Footers 

See Running heads 
Footnote command 
description, 244 
how to use, 150-52 
key sequence, 249 
Footnotes 

closing window, 154 
creating, 150-52, 244 
deleting, 156, 244 
editing, 150 

expanding window, 155 
inserting glossar)^ 157 


Footnotes (continued) 
numbering, 151 
in glossary, 92 
opening window, 153, 244 
positioning, 155-56 
preset options, 254 
Form documents, 174-86 
ASK instruction, 180 
example, 180, 214 
commas in fields, 178 
conditional instruction, 183 
creating, 174-86 
DATA instruction, 180 
examples, 180, 214 
data record, 178 
disk space for, 258 
fields, 179 
header records, 178 
IF...ELSE...ENDIF instruction, 
214 

examples, 184, 214 
IF„.ENDIF instruction, 214 
examples, 183, 214 
INCLUDE instruction, 214 
instructions in, 179 
summary of, 180 
main document, 174-76 
merge document, 177-79, 186 
NEXT instruction, 215 
example, 181, 215 
printing, 174-86 
prompts in, 180 
quotes in fields, 178 
SET instruction, 182, 183, 215 
Form letter 
See Form documents 
Formats 
commands 

character, 100-01, 235 
paragraph, 113, 237-42 
erasing, 193 
Formatting characters 
Bold command, 234 
boldface, 101-02 
canceling formats, 101 


Formatting characters 
( continued) 
commands, 234 
copying formats, 108-09 

mouse and key combination, 
108 

deleting formats, 101 
examples of, 102 
font, 103-04, no 
font size, 104 
Formats commands, 234 
Italic command, 234 
Italics, 101-02 
key sequences, 109-10, 251 
menu, 101 
preset formats, 254 
Shadow command, 234 
small caps, 101-02 
Small caps command, 234 
subscript, 103 
Subscript command, 234 
superscript, 103 
Superscript command, 234 
Underline command, 234 
underlining, 101-02 
Formatting pages 
page setup, 170-71, 210-11 
Formatting paragraphs, 111-26 
alignment, 115 
breaking, 112 
canceling format, 121 
centering, 115 
commands, 113, 237-42 
copying format, 121 

mouse and key combination, 
121 

Formats command, 238 
hanging indent, 126 
indenting, 117 19, 123-24 
displaying ruler, 122 
joining, 112 

key sequences, 124, 252 
line spacing, 116, 120 
nesting, 125 
Normal command, 121 
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Formatting paragraphs 
( continued) 
preset format, 253 
removing formats, 121 
ruler, 122-24 
saving formatting, 113 
space above paragraphs, 116 
tabs, 129-35 
See also Tabs 
Freeing disk space, 256 
Getting a document 
See Opening 

Global search and/or change 
See Finding and changing text 
Glossary^ 

creating entries, 93 
deleting entries, 96 
displaying entries, 95 
editing, 96 

expanding name, 223 
footnote, 92 

footnote numbering, 92, 223 
formatting in, 95, 223 
inserting graphics, 224 
moving entries, 97 
opening window, 92, 223 
page, 223 

page numbering, 223 
removing entries, 224 
replacing entries 96 
reserved 
footnote, 92 
page, 92 

saving, 96-97, 224 
Standard Glossary file, 97 
using entries, 94 
Go To command 
description, 233 
finding a page number, 84 
how to use, 84 
key sequence, 249 
Gutter margin, 140, 211 
Hanging indents, 126 
key sequence, 252 


Hard disk 

copying to, 257 
using, 257 
Header 

See Running heads 
Header records, form documents, 
111 

Help, 24-26 

About Microsoft Word 
command, 26, 204 
Command-?, 204 
resuming work, 204 
Help button, 204 
Help topics, 204 
Hide Ruler, 48, 225 
Hyphens 

optional, 62-63 
key sequence, 250 
1F...ELSE...END1F instruction, form 
documents, 214 
examples, 184, 214 
1F...END1F instruction, form 
documents, 214 
examples, 183, 214 
Imagewriter, 263-264 
INCLUDE instruction, form 
documents, 214-15 
limitation, 258 
Print Merge command, 214 
Increasing font size 
how to, 104-05, 236 
key sequences, 110, 251 
Indents, 117-26 
first line, 118, 252 
Formats command, paragraph, 
237-42 
hanging, 126 
key sequences, 252 
markers, displaying, 122 
preset options, 253 
running heads, 164 
setting, 123 
using the ruler, 122 
viewing in ruler, 129 


Insert leading merge 
print quote, 213, 250 
Insert trailing merge 
print quote, 213, 250 
Inserting page numbers in 
running heads, 163-64 
Inserting tabs with ruler, 

130-31 

Inserting text 

from Clipboard, 66 
from glossary, 94 
new, 19 
positioning, 19 
Insertion point, 19, 66 
Instructions for merging, 

180-83 

Invisible characters 
See Characters, invisible, 
displaying 
Italic command 
description, 234 
how to use, 102 
key sequence, 251 
Justified, 114-15 

key sequence, 124, 252 
Keeping lines together, 238 
Keeping paragraphs together, 238 
Keeping words together, 62 
Key sequences, 249-52 
cancel search, 232 
commands, 249 
editing, 250 

formatting characters, 251 
formatting paragraphs, 252 
mouse and key combinations, 
252 

Leader lines with tabs 
changing, 130 
selecting, 130 
Left command 

alignment, key sequence, 252 
descripton, 237 
how to use, 114-15 
Line spacing 
commands, 237 
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Lines 

breaks in, previewing, 228 
creating new, 62 
ending, 62 

keeping together on page, 172 
List box, 31 

Macintosh, other programs 
using with Word 
MacPaint, 262 
MacWrite, 262 
Microsoft Chart, 261 
Microsoft File, 259 
Microsoft Multiplan, 261 
Main document, 174-76 
creating, 176 
Margins, 140 
gutter, 140 
minimum, 210 
preset options, 253 
specifying, 171 
Master disk copying, 257 
Measurements 

abbreviations for, 271 
changing preset, 128 
changing units of, 128 
explanation, 127 
preset options, 254 
specifying, 128 
Memory 

available, 204 
disk space, 255-58 
freeing, 256 

Menus: Apple, Character, 
Document, Edit, File, 
Paragraph, Search, 202 
Merge document, 
creating, 177-79 
order of records in, 178 
Print Merge command, 213 
reprinting part of, 186 
Merge instructions, 180-83 
Merge print quotes, key 
sequence, 250 
Merging documents, 184 
See also Form documents 


Microsoft Chart, File, Multiplan 
See Macintosh, other programs 
Mistakes, correcting 
overtyping, 21 
typing errors, 18-22 
Undo command, 20, 218 
with backspace key, 18, 22 
See also Deleting text; Undo 
command 

Mouse and key combinations, 252 
Moving data or pictures from 

other Macintosh applications, 
74, 259-61 
Moving tabs, 133 
Moving text, 68-74 

between documents, 72-73 
other Macintosh applications, 
74, 259-61 

using Edit commands, 68 
using mouse, 71, 252 
with Cut and Paste, 69 
within a document, 68-71 
Moving windows, 85 
Multiplan, Microsoft 

See Macintosh, other programs 
Names and numbers of fonts, 251 
Naming documents, 193, 208 
Nesting paragraphs, 125 
key sequence, 252 
New command 
description, 205 
key sequence, 249 
opening blank window, 87, 190 
New line character 
displaying, 226 
key sequence, 250 
New page, 53 

key sequence, 250 
New window, 190 
NEXT instruction, form 
documents, 215 
examples, 181 
Print Merge command, 215 
Nonbreaking fixed spaces, 
key sequence, 250 


Nonbreaking fixed spaces, 
(continued) 
uses for, 62 

Normal alignment, 253 
Normal command 
description, 237 
how to use, 121 
key sequence, 252 
Normal paragraph, 121 
Numbering footnotes, using 
glossaries, 92 
Numbering pages, 143-45 
See also Page numbers 
Open button, 206 
Open command 
description, 206 
how to use, 31 
key sequence, 249 
Open dialog box, 31 
Open Space command 
description, 237 
how to use, 44-46 
key sequence, 254 
Opening 

documents, 31, 188-189, 206 
on different disk, 190 
new documents, 87, 190 
new windows, 190 
Opening windows 
Clipboard, 90 
footnote, 153 
glossary, 92 
new, 190 
Optional hyphen 
key sequence, 250 
uses for, 62 
Options, preset 
See Preset options 
Outline command 
description, 234 
how to use, 102 
key sequence, 251 
Page 

creating new, 172 
ending, 172 
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Page (continued) 
finding, 84, 233 
glossary name, 223 
Page breaks, 172 
keeping lines or 

paragraphs together, 172 
key sequence, 250 
previewing, 173, 248 
specifying, 172 
See also Repaginate; Division 
layout command 
Page numbers 
automatic, 143 
changing sequence, 145-46 
finding, 84, 233 
formatting, 144 
in glossary, 163, 223 
in running heads, 163-64 
positioning, 145 
preset options, 254 
repagination, 173 
sequence, 145-46 
See also Division layout 
command; Divisions 
Page Setup command 
description, 210 
how to use, 170-71, 210 
Paper 

orientation (width, length), 
253 

size options, 253 
Paragraph 

alignment, 115 
changing format, 111-26 
commands, 237 
copying format, 121 
definition, 4l 
ending, 62 
erasing format, 121 
formatting, 111-26 
key sequences, 252 
indentation, 117-19, 123-24 
joining, 112 
justifying, 114-15 
keeping together on page, 172 


Paragraph (continued) 
line spacing, 116, 120 
mark, displaying, 41-42 
menu, 202 

commands 237-42 
nesting, 252 
normal, 121 
preset options, 253 
removing formats, 121 
saving formats, 113 
space above, 44 
spacing, 116 
splitting, 112 
unnesting, 252 

See also Formatting, paragraphs 
Paste command 
copying text, 220 
description, 220 
how to use, 66 
key sequence, 249 
moving text, 68-69 
Picture, resizing 
key sequence, 252 
Pitch, changing, 128 
Plain Text, 101-02, 234 
Point, measurement, 127 
Preferences command, 128, 227 
Preset options, 253-54 
alignment, 253 
character format, 254 
columns, 254 
display, 254 
division, 254 
document, 254 
Find and Change, 254 
font, 254 
footnotes, 254 
indents, 253 
margins, 253 
measures, 254 
page formats, 253 
page numbers, 254 
page setup, 253 
paper feed, 253 
paper size, 253 


Preset options (continued) 
printing, 253 
running heads, 254 
Save, 254 
spacing, 253 
tabs, 253 
Print command 
description, 212 
how to use, 168 
key sequence, 249 
Print Merge command 
description, 213 
disk space for, 258 
how to use, 185 
inserting quotes, 213, 250 
saving Microsoft File 
documents, 260 
See also Form documents 
Printer drivers, 216 
Printer setup command, 216, 264 
Printers, daisywheel, 263-66 
Printing 

canceling, 169 
columns, 146-47 
form documents, 174-86 
interrupting, 169 
one or more copies, 168 
options, 168 
page range, setting, 168 
preset options, 253 
Print command, 53, 168 
quality setting, 168 
resolution, 168 
running head cut short, 162 
single sheets, 168 
specifications, 168 
specifying margins, 171 
speed setting, 168, 169 
Printing merge documents, 

174-86 

Prompts 

form documents, 180 
identification of disk, 8 
Quit command, 55 
description, 217 
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Quit command (continued) 
how to use, 55, 194 
key sequence, 249 
Quotes 

in Print Merge fields, 178, 213 
special merge characters, 213 
key sequences, 250 
Redo, 75 

See also Undo command 
Removing formats 
character, 235 
paragraph, 237 
See also Formats, erasing 
Repaginate command, 173 
description, 248 
key sequence, 249 
Repeating last action, 62 
Again key sequence, 62, 250 
Replacing text 

Change command, 37-40 
erasing and retyping, 18 
typing over, 21-23 
Report, saving as Text Output, 
260 

Reprinting documents, 169 
Reprinting part of merge 
document, 186 
Reserved glossaries, 92 
Return key 

ending paragraphs, 62 
ending running heads, 159 
in merge documents, 177 
Reversing commands, 20, 75 
See also Undo command 
Revising 
See Editing 
Right command 
description, 237 
how to use, 115 
key sequence, 252 
Ruler 

displaying, 129 
Hide ruler, 48, 225 
indent symbols, 47, 122, 129 
setting indents, 122-23 


Ruler (continued) 
setting tabs, 129-35 
Show Ruler command, 225 
showing indents and tabs, 129 
Running head command 
description, 245 
how to use, 160 
Running heads, 158-65, 246 
alternating positions, 165 
changing text to, 247 
changing to text, 163, 247 
creating, 159-61, 246 
deleting, 163 
indenting, 164-65 
editing, 163 

embedding page numbers in, 
163-64 

preset options, 246, 254 
specifying positions, 162, 165, 
247 

Save/Save As commands 
description, 208-09 
how to use, 191-94 
key sequence, 249 
preset options, 254 
Saving changes, 191 
quitting Word, 194 
Saving documents, 191-94, 

208-09 

backups, 193, 209 
how to, 27 

more than one version, 193, 
209 
new, 192 
options, 192 

Save As command, 208-09 
text only, 193 
to different disk, 194, 255 
to external drive, 194, 255 
to hard disk, 257 
with one disk, 256 
without formatting, 193 
Saving formats 
character, 234 


Saving and reusing text 
See Glossary 
Saving glossar)^ 96 
Screen draft, 107, 227 
Search 

canceling, 232 
editing during, 79 
menu, 76, 202 

commands, 229-33 
text 

deleting, 231 

Searching for special characters, 
230 

Searching for text, 76-78 
See also Find command 
Selecting text, 64 
character, 21, 64 
entire document, 64 
line, 23, 64 
paragraph, 64 
sentence, 22, 64 
summary of actions, 64 
SET instruction, form document 
examples, 182 
Print Merge command, 215 
See also Form documents 
Setting indents, 123 
See also Indents 
Setting margins, 171 
See also Margins 
Setting tabs, 129-35 
See also Tabs 
Shadow command 
description, 234 
how to use, 102 
key sequence, 251 
Show Clipboard command, 222 
Show command 
description, 226 
how to use, 41-42 
key sequence, 249 
Show Glossary command, 223 
See also Glossary 
Show Ruler command 
description, 225 
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Show Ruler command 
( continued) 
how to use, 131 
key sequence, 249 
viewing indent symbols, 129 
Single Space command 
description, 234 
how to use, 114 
Size of characters 
See Font size 
Small Caps command 
description, 234 
how to use, 101, 102 
key sequence, 251 
Spacing 

changing, 116, 120 
key sequence, 252 
line, 116 

nonbreaking fixed, 62 
paragraph, II 6 
preset options, 253 
Specifying measurements, 128 
Speeding up program, 107-08 
Split windows 
closing, 89 
how to, 86, 88 
Starting Word, 15 
Startup disk, 257 
Stopping printing, 169 
Storing documents 
See Saving documents 
Subscript command 
description, 234 
how to use, 103 
key sequence, 251 
Superscript command 
description, 234 
how to use, 103 
key sequence, 251 
Tabs 

deleting, 135 
inserting, 130-31 
key sequence, 249 
moving, 133 
multiple, 132 


Tabs (continued) 
preset options, 253 
realigning text with, 132 
setting, 12935 
tables, 134 
viewing in ruler, 129 
Tabs command 
descriptions, 240 
how to use, 130 
Text Output option, 260 
Type styles and sizes 
See Fonts 
Typing mistakes 
backspace key, 18 
correcting, 21-23 
typing over, 21 
Underline command 
description, 234 
how to use, 100-01 
key sequence, 251 
Undo command 

correcting mistakes, 20 
description, 218 
how to use, 20, 75 
key sequence, 249 
Units of measure, changing, 128 
Unnesting paragraphs, key 
sequence, 252 
Wild card characters, 76 
Windows 
changing, 87 
changing size of, 85 
Clipboard, 90 
closing, 29, 90, 190 
closing split, 89 
copying text between, 68-70 
footnote, 150, 153-55 
glossary, 92-95, 223 
list of special, 85 
moving, 85 

moving text between, 68-70 

new, 87, 190 

opening 

blank, 87, 190 
Clipboard, 90 


Windows (continued) 
opening (continued) 
existing document, 86 
glossary, 92 
new, 190 
reasons to use, 85 
splitting, 86, 88 
Word breaks, 62 
Word 

capacity of disk, 255-58 
documents on disk, 255 
speeding up, 107-08 
starting, 15 

using with other applications, 
259-62 

Word Rescue, 209 
Words, keeping together, 62 
Wordwrap, 18, 20, 62 
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Problem Report 


MICROSOFl 

10700 Northup Way, Bellevue, WA 98004 


Name _ 

Street_ 

City _State_Zip 

Phone _ Date_ 

Instructions 


Use this form to report software bugs, documentation errors, or suggested enhancements. 
Mail the form to Microsoft. 

Category 


Documentation Problem 
(Document #_) 

Other 

Software Description 


Software Problem 


Software Enhancement 


Microsoft Product _ 

Rev_Registration# 

Operating System- 

Rev_Supplier- 

Other Software Used _ 

Rev_Supplier_ 

Hardware Description 


Maniifacfu rer 

CPU 


Memory 

KB 

Disk Size 

Density: 

Sides: 

/ 



Single 

Single 




Double 

Double 




Peripherals 







































Problem Description 


Describe the problem. (Also describe how to reproduce it, and your diagnosis and suggested 
correction.) Attach a listing if available. 
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Microsoft. License Agreement 


CARHFi i.i.\ RFAi) Ai.i rniri FRMs ANi)<:t)Ni)n*it)Nst)i 'inisA(iKi:i;MKNi i»RK)RT() hri;akin(. im; 
OISKSLAI,. liRFAKlNt. 1HH DISK SFAl. INDICATLS VOl’R ACCFRI ANCF OF TUFSI-; TFRMS AND CONDI'I IONS, 

lt'\’ou do not agree to tliese terms and conditions, return the unopened disk package and the oilier components 
ol'tliis priKluct to the place of’purchase* anil your money ve ill he refundetl No refunds will be gi\en tor products w hich ha\e 
opened disk packages or missing components. 

1 FKiFNSF; ^ou haee the non exclusive right to use the enclosexl program. This program can onh be used on a 
single computer, ^'ou may physically transfer the program from one computer to another provided that the program is used on 
only one computer at a lime, 'ton may not electronically transfer the program from one computer to another over a network. 
Mm ma\ not distribute copies of the program or documentation to others, ^’ou ma\’ not nioilify or translate the program or 
related documentation w ithout the prior w ritten consent of .Microsoft. 

von MAY NOT rSF. COPY. MODIIT. OR TRANSFFR I'liF PROCRAM OR DOCl MFNTATION, OR ANA COIA 
FXCFPl A.S FXPRFSSl.Y PROVIDFD IN I MIS Af.RFFMFNT. 

2 HACK-I IP AND i'RANSFFR; ^ou ma\ make one ( I ) copy of the program solely for back-up purposes ^'ou must 
reproduce and include the copi riglit notice on the back-up copy Sou may transfer and license the product to another party 
if the other party agrees to the terms and conditions of this Agreement and completes and returns a Registration t'ard to 
Microsoft If you transfer the program you mu.st at the same time transfer the documentation and back-up copy or transfer the 
ilocumentation and destroy the back up cop\. 

3 . <;()P^'RKlMT: rhe program and its related documentation are copyrighted, 'ton max not copy the program or its 
documentation except as for back-up purposes ami to load the program into the computer as part of executing the program. 
,\ll other copies of the program and its documentation are in v iolation of this Agreement. 

t. I'FRM: This license is effective until terminated ^ou may terminate it bx’destroying the program ami documenta¬ 
tion and all copies thereof. I'his license will also terminate if xou fail to comply with anx’ term or condition of this Agreement 
\ou agree upon such termination to destroy all copies of the program and documentation 

5 I I.ARD^XARF ODMPt fNFN’I'S: Microsoft product hardware components onix include circuit carils and the 
mechanical mouse*. 

6 l.lMn iiDW ARR.AN'I'Yr rilF PROCrRAM IS PROVIDFD "AS IS" Vi II IK M T VtARRAN'lAOF ANA KIND TMF FN l IRi: 
RISK .AS !() rilF RFSl FI'S AND PFRFORMANCF OF I MF PROCR.VM IS .A.SSl MFD ID >OU. SlIOl I D I MF PROORA.M PRO\ F 
DFFFOTIVF, M)U( AND NOT MICROSOFA’OR ITS DFAl.FRS) A.SSI MF IMF FNTIRF COST OF Al.i. NF.CF.SSARY SFKN KIM,. 
RFPAIR OR f:ORRFT: riON, FI K I'IIFR, MICROSOF'I’ DOFS NO F VtARRAN F, (,I ARAN I FF OR MAKF AN> RFPRFNFN l AI IONS 
RFX.ARDINf, I MF rSFOF.OR TMF RIM Ifl'S OF FI IF LSI: OF, IMF PROCRAM IN FFRMSOFCORRFCFNF.SS, AfXJIUf A. 
RFFIABII.FIA.CI RRFN'FNFSS. ORO'FMFRW ISF; AND YOC RFl.YON I MF PROCRA.M .AND RliSI FFS SOFFFY AIAOI R OW N 
RLSK 

Microsoft does warrant to the original liccn.sce that the disk( s) on w hich the program is recortleil be frL*e from 
delects in materials ami W’orkmanship under normal use ami serx ice for a period of ninety (9h) daxs from the date ofdclixery 
asevidenceil by a copx of your receipt .Microsoft warrants to the original license*e that the hardw are components intiutled in 
this package are free from defects in materials and workmanship for a pi'riod of one xear from the date of deliverx to you as 
evidenced hx a copy of your receipt. Microsoft's entire liability and your exclusixe remedx shall be replacement of the disk 
or hardware component not meeting .Microsoft’s limited warranty and which is returned to Microsoft with a copx of your 
receipt If failure of the disk or hardware component has resulted from accident, abuse* or misapplication of the product, 
then Microsoft shall have no responsibility to replace the di.sk or hardvxare component under ibis Limited Vi arranty. In the 
exent of replacement of the hardware component the replacement w ill be warranted for the remainder of the original one 
( 1 ) vear period or .^0 liavs, whichexer is longer. 

I MF AbOVF rS TMFt)Nl.YVi ARRAN IA t>i ANY KIND, FI I HFR FXPRFSSFD OR IMPFIFD, INCFI DINC, III IT NO'F 
I.IMFFFD FO I MF I.MPI.IFD Vi ARRANTIFS OF MFRClIANTAlill.FIA AND FFFNF:S.S FOR A PAR FKT FAR PliRPOSF FMAF IS 
.MADF BY .MICROSOFT ON THIS MICROSOFT PRODUCT THIS Vi ARRAN lA (,l\ F.S ^OC SPFCIFIC LFX.AI, RK.IFFS AND 'lOM 
M.AY .ALSO MAVF O FMFR RK.IFFS Vi MICM \ .ARY FRO.M STAFF FO STAFF 

NFFFIIFR MICROSOF'F NOR ANYONF FFSF Vi'MO MAS BFFN INVOLVFI) IN I MF CRFA'FION, PRODl 'C l ION, OK 
DFI.IVFRY OF 'FIIIS PKOCRAM SMALL BF I.IABI.F FOR A.NY DIRFCT, INDIRFCT. CONSFQI FN'FIAI.. OR INCIDFN FAI. DAM- 
.A(.F;S ARISINC OIFOF TMF I ISF, TMF RFSI'I.TS OI ISF. OR INABIIFIA' FO I'SF. SUCH PRODUCT FA'FN IF MICROSOF’F HAS 
BFFN .ADVISFD OF I MF POSSIBIFFIAOF .SUCH DA.MAflFS OK CLAIM. SO.MF STAFFS IK) NO'F ALI.OVi FHF FXCl.I SION OR 
I.IMFFAFION OF FI AB11.FI A' FOR CONSFQI FN'FIAI. OR INCIDFN’F.AL DAMACFS .SO 'FHF ABOVF; I.IMFFAFION M.A't NO'F APPIA 
’F() V< )l ’. 

~ 1 PDA'Fli POLKA'; In order to be able to obtain updates of the program, the licensee and persons to whom 
the program is transferred in accordance xvith this .Agreement must complete and return the attached Registration Card to 
Microsoft, IF Fills RFCISFRA'FION CARD HAS NO'F BFFN RFCFTVEiY B'S MICROSOF’F. MICROSOFT IS UNDFR NO OB LI CA¬ 
LK )N Ft > MAKF AVAII ABI.F Ft > \'( )l i ANY I PD.A'FF'fv FVEN FI IOU( ill \X )l 11 AVI* MADF PA't'M liN'i* OF' FHF APPI.K lABI.F; 
UPDA'FF I FF, 

8 .Misti.; I'his license aji^eement shall be governed by the laws of the .State of Vi ashington and shall inure to the 
benefit of .Microsoft Corporation, its successors, administrators, heirs and assigns. 

9. At KNOVi'LFIKiFMFNT: Yt)l ACKNtfVfl.FDtiF FHA'l' Yt>l ILAVK RFAD FHIS At.RFHMFN I, UNDFRS'FAND I F. 
.AND ACRFF IIO BF BOUND BY I'FS FFRMS AND Ct)NDFFIt)NS. Yt)U AI..St) AtiRFF FUAT FHIS ACRFFMFNT IS FIIF Ct)M- 
PITTE .AND FXCLl SIVF STATFMFNTt)!' ACRFFMFN'F BF'INVFFN 'FHF P.VR'FIFS AND SI PFRCIiDFS ,A1.L PKt)Pt).S.ALS t>K 
PRIt)R At.RFFMFN'FS, VFRBAl.tfR Vi KI'ITFN. .AND AN^tVI'HFR Ct)M.MI MCA'I lt)NS BF’I’Vt FFN THF PARTIFS RFL.ATINC 
TO FHF SUBJFCT .M.A'F'FHR t)F' I'HIS AtiRFFMFN'!’ 

.Should you have any i|uestions eoneerning tliis Agreement, please contact in writing Microsoft, Customer Sales anil 
.Vn ice, lO-Od Northup Vi ax , ilcllcx iic, Vi A 9800 4 































